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PREFACE 

THIS Course was prepared espe- 
cially for use in the Officers 
Training Camps and touches upon all 
the salient points in Army Paper Work. 

It gives a working knowledge of 
the various forms and their uses, and 
can be used for instruction or reference. 

Fac-simile forms and complete 
instructions for their preparation are 
given in every instance, together with 
references to pertinent provisions of 
Army Regulations and General Orders. 
The reason for giving blank fac-simile 
forms is two-fold: (I) That the student 
may see the form as it actually is; and 
(2) that he may work out his lesson on 
the actual form. 



IMPORTANT NOTE: 

To recciv* the ■iiwuwi baaelil 
(roa iKc MM o( thii coanc, read 
•every reicrcacc given. No aaan- 
iweiable qactlioa eaa ihea ante. 
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A Brief Course in Army Paper Work 

FIRST LESSON 



Military OonMpondraoe 

Ref er«ne6B : 
A. R. 
776 

822 

77g One of the most important featarea of Army Paper Work is Military 

790 Correspondence. In its preparation, neatness, brevity and clearness of ex- 

7g6 pression shonld be observed. The ceremonial forms customary in civilian cor- 

512 respondence are not used. It should, however, be remembered that, when 

225 civilians are addressed, the military form of letter is not used. 

I^ For convenience, the writer of the letter will be called the "addresser," 

i^ and the person addressed the "addressee.** 

G. O. 

23 

W. D. 1912 

The Latter 

A military letter is divided into three parti, in the order named, to-wit: (a) Heading, (b) Body, 
(e) Signature. Of them: 

(a) Beading. In the following order, the Heading, on the upper right-hand side, will contain 
the designation of the command to which the addressor belongs, and the place and date of writing. 
On the upper left-hand side will appear these words in straight column: "From," "To," "Subject," 
after each of which respectively will appear the title and organization of the addressor; the title, or- 
ganization and address of the addressee; and the subject matter of the letter. Should the addressor 
or addressee be not the chief officer of a command, his name and rank and organization will be 
given. Whenever the correspondence of the addressor does not pertain to his command, be he the 
chief officer of that command or not, his name, rank and organization are given. The Heading shall 
consume the entire upper third of ordinary letter paper, and the upper fourth of paper foolscap size. 

(b) Body. The information desired to be conveyed should be set forth in the Body of the let- 
ter. Paragraphs should be numbered consecutively, and one side of the paper only used. In the 
event the letter is typewritten, it should be single spaced, with double spacing between paragraphs. 
The letter should be so blocked that, if typewritten, a margin of eight spaces on both sides will be 
left. U written in longhand, the margins should each be the equivalent of eight spaces, or three- 
fourths of an inch. 

(c) Hgnatare. The Signature includes the name, rank and title of addressor, if not included in 
the Heading. Of course, the letter is alwa3rs signed. On typewritten letters, the signature should 
be t3rpewritten on the carbon copies. All copies of longhand letters are signed. 

XL 
Tba Indonamant 

Letters are answered, returned and forwarded by Indorsement. The place of the Indorsement is 
at the bottom of the letter to be answered, returned or forwarded, if there is sufficient room. If 
not, other paper, of the same size as the letter, should be used, and attached. 

The words, "From," "To," "Subject," are not used in Indorsements. 

The liidorsement is numbered, as "1st Ind.,'' in the middle of the page. A half inch lower, 
beginning at the margin, the command, place and date of the Indorsement are written. On the same 
lioe, if room permits, and, if not, on the next line, should appear the name, rank, command and ad- 
dress of the addressee, in the event he is not the chief officer of a command, and, in the event he is, 
merely his title, command and address. 

Indorsements should be spaced the same as a letter, and the paragraphs should be likewise num- 
bered. 

The carbon copy of the letter received and of the indorsement should be retained in the files, 
and the original copy, with the original copy of the Indorsement, should be forwarded. 

— I — 



Inclosures 

Whenever there are inclosures transmitted with lettersorindorsements the number thereof should 
be noted to the left of and on a line with the signature, as '*1 incl." or "2 inel." as the case may be. 

Copies and Folding 

Unless otherwise required, Military Correspondence is in triplicate, two copies being swit to the 
addressee and one retained for files. However, enough copies are forwarded so that every office 
through which the original must pass will have a copy. 

Ordinary letter size paper is folded into three equal parts and foolscap size into four. The 
part containing the Heading should always face upward, i. e., left exposed to immediate view. This 
heading should occupy the first fold — ^nothing else should appear on it. 

Becord and Filing 

Record of correspondence is kept in a Correspondence Book, which is issued by the Adjutant Gen- 
eral's office. A brief of each item of correspondence is entered therein with ink or indelible pencil, the 
items being consecutively numbered, with no break for any new year. 

The ** brief," just referred to, contains the date, names of addressor and addressee and subject- 
matter of the correspondence. A space of three lines should be left below each entry, to allow room for 
continuance of the record. 

In the forepart of the Correspondence Book is an alphabetical index. Each item will be indexed 
under its subject, and, when necessary, under the name of the addressor and names of the persons 
therein mentioned. The ** briefs'' are numbered as indexed. 

The correspondence is also correspondingly numbered and filed in a ** Document File," in which 
the papers are filed according to their serial numbers. 

These files should contain the retained original documents or communications and legible copies of 
all letters, indorsements or telegrams sent and which are relevant thereto. 

Orders, memoranda, bulletins and the like are not filed in the Document Pile or recorded in the 
correspondence book; separate files being kept for these. 

Military Ohaimeb 

The Army Regulations make the following provisions concerning Military Channels: 

**782. Except as otherwise specially authorized or required by Army Regulations, all official 
communication from officers and enlisted men of the Army outside of* the War Department intended 
for the Secretary of War or for any bureau or office of the War Department will be in writing and 
addressed to The Adjutant General of the Army, who will submit all business, coming to him from the 
Army, which requires action in the War Department or by the President and which does not come 
within the jurisdiction of chiefs of bureaus, to the Chief of Staff, to be acted upon by him in con- 
formity to the rules duly prescribed for that purpose by the President or the Secretary of War. 

"Correspondence of the War Department with the Army will be through or by The Adjutant 
General of the Army. 

"783. Communications, whether from a subordinate to a superior, or vice versa, will pass through 
intermediate commanders. This rule will not be interpreted as including matters in relation to which 
intermediate commands can have no knowledge, and over which they are not expected to exercise 
control. Chiefs of War Department bureaus are intermediate commanders between higher authority 
and the officers and enlisted men of their respective corps or departments, who are serving under 
the exclusive control of themselves and their subordinates. Verbal communications will be governed 
by the same rules as to channels as written communications. When necessity requires communications 
to be sent through other than the prescribed channel, the necessity therefor will be stated. 

"Communications from superiors to subordinates will be answered through the same channel as 
received. 

"784. Correspondence between an officer of a staff corps or department and the chief of the War 
Department bureau in which he is serving, which does not involve questions of administrative respon- 
sibility within the supervision of commanding officers outside that staff corps or department nor re- 
late to individual interests or status of a military nature requiring the action of authority outside 
that staff corps or department, and which is concerned exclusively with the business of that staff 
corps or department, will pass directly. All business emanating from the bureau of the War Depart- 
ment requiring the action of higher authority will be submitted to the Chief of Staff for his con- 
sideration, either orally in person, or in writing through The Adjutant General of the Army. In call 
cases the action of higher authority thereon will be communicated in writing by The Adjutant Gen- 
eral of the Army to those concerned. Matters, however, of purely civil nature will be submitted by 
chiefs of bureaus directly to the Secretary of War unless otherwise required by their subject matter. 

"786. Officers who forward communications will indorse thereon their approval or disapproval, 
with remarks. No communication will be forwarded to the War Department by a department com- 
mander or other superior officer for the action of the Secretary of War without some recommenda- 
tion or expression of opinion. 

"789. Unimportant and trivial communications need not be forwarded to The Adjutant General 
of the Army simply because addressed to him. Department, brigade, and district commanders should 
decide whether a communication is of sufficient importance to be forwarded." 



(FORM) 



2039 Company B, 40th Infantry, 

Fort William H. Seward, Alaska, July 19, 1912. 

From: The Commanding Officer, Co. B, 40th Inf. 

To : The Adjutant General of the Army. 
(Through military channels.) 

Subject: Philippine campaign badge, Corporal John Doe. 



Inclosed are lists in duplicate of enlisted men of Company B, 40th Infantry, entitled to the 
Philippine campaign badge. 

John A. Brown, 
2 Incls. Capt, 40th Inf. 

lal iND. 
Hq. Ft. William H. Seward, Alaska, July 19, 1912— To the Comdg. Oen., Dept. of the Columbia. 

S. F. T., 
2 Incls. Col., 40th Inf., Comdg. 

(SUmp) Rec'd Dept. Columbia, July 27, 1912. 



2d IXD. 
Kq. Dept Columbia, Vancouver Bks., Wash., July 28, 1912— To the Comdg. Oen., Western Division. 

A. F. B., 
2 Inels. Brig. Oen., Comdg. 

(Stamp) Rec'd Western Div., July 30, 1912. 
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W)43 3d IND. 

1 If I. Western Division, San Francisco, Cal., July 31, 1912 — To The Adjt. Gen. of the Army, Washing- 
ton, D. C. 

Arthur E. Oreen, 

2 Incls. Col, Gen. Staff, in absence 

of the Division Commander. 

(Stamp) Bec'd A. G. 0., Aug. 5, 1912. 



1942286 4th IND. 

War Dept., A. 6. 0., Aug. 8, 1912— To the C. 0., Co. I, 50th Inf., through the Comdg. Gen., Philippines 
Division. 

1. Information is requested as to whether the records of the company show that Corporal Doe 
served in the field against hostile natives on the Island of Panay during July, 1907. 

2. The early return of these papers b desired. 

By order of the Secretary of War: 

Thomas H. Smith, 
2 Incls. Adjt Gen. 

Stamp) Rec'd Phil. Div., Sept. 14, 1912. 



799:^:1 5th IND. 

Hm. Philippines Division, Manila, P. L, Sept. 15, 1912— To the C. O., Co. I. 50th Inf., through the 
L'omdg. Gen., Dept. of Mindanao. 

2 Incls. 

Stamp) Kec'd Dept. Mind., Sept. 24, 1912. 

:M67 6th IND. 

Ilq. Dept of Mindanao, Zamboanga, P. L, Sept 25, 1912— To the C. 0., Co. I, 50th Inf., Camp Keithley, 
Mind., P. I., through the Post Commander. 

•i Incla 

T., the C. 0., Co. I, 50th Inf. 

Sump) Rcc'd Co. I, 50th Inf., Sept 26, 1912. 



Tth IND. 

Co. I, 50th Inf., Camp Keithley, Mind., R I., Oct. 4, 1912— To the Comdg. Gen., Dept. of Mindanao, 
through the C. 0., Camp Keithley, P. L 

1. Inclosed are extracts from the post orders and morning report of this company, which contain 
all that there is of record regarding the service of Corporal Doe referred to herein. Inclosed also is 
affidavit of Corporal Jones as to Corporal Doe's service. 

2. It is believed that the records of the headquarters, Department of Mindanao, may contain the 
information desired. 

(3 Inds. added) Edward French, 

5 Incls. Capt., 50th Inf., Comdg. 



8th IND. 
Hq. Camp Keithley, Mind., P. I., Oct 5, 1912— To the Comdg. Gen., Dept. of Mind. 
5 Incls. 

A. C. D., 

(Stamp) Kec'd back, Dept. Mind., Oct. 6, 1912. Maj., 50th Inf., Comdg. 

3467 9th IND. 

Hq. Dept. of Mindanao, Zamboanga, P. I., Oct 12, 1912 — To the Comdg. Gen., Philippines Division. 

There is nothing on file at these headquarters bearing on the service of Corporal Doe referred to 
herein. 

5 Incls. William Jones, 

Brig. Gen., Comdg. 
(Stamp) Itec'd back, Phil. Div., Oct 23, 1912. 



79935 10th IND. 

• 
Hq. Philippines Division, Manila, P. I., Oct. 24, 1912 — ^To the Comdg. Gen., Dept. of Mindanao, with 
directions to withdraw the affidavit of Corporal Jones, it being proposed to inclose an affidavit from 
Sergeant Blank, who is on duty at these headquarters and who is prepared to furnish a more com- 
plete affidavit than that furnished by Corporal Jones. By command of Major General White: 

Andrew Brown, 
5 Incls. Adjt Gen. 

(Stamp) Rec'd back, Dept Mind., Nov. 3, 1912. 
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3467 nth IND. 

IIr|. Dept. of Mindanao, Zamboanga, P. I., Nov. 4, 1912 — To the Comdg. Qen., Philippines Divisiun, the 
foregoing directions having been complied with. 

(Tncl. 5 withdrawn) William Jones, 

4 Incls. Brig. Oen., Comdg. 

^^ Stamp) Rec'd back, Phil. Div., Nov. 15, 1912. 



79935 12th IND. 

lift. Philippines Division, Manila, P. I., Nov. 16, 1912 — To The Adjutant General of the Army, invit* 
iiig attention to the preceding indorsements and to the accompanying inclosures. 

(1 IncL added) James 0. White, 

5 Incls. Maj. Oen., Comdg. 

(Stamp) Rec'd back, A. 0. 0., Dec. 23, 1912. 



RBQUnUED 

1. You are the Commanding Officer, Co. A, 20th Infantry, stationed at Ft. Sheridan, Illinois. 
Private S. B. Jones has been transferred to your command from Company F, 18th Infantry, stationed 
at Jefferson Barracks, St. Louis, Missouri, minus his Service Record. Write a letter to his commanding 
officer requesting Service Record. 

2. Tou are the Commanding Officer, Co. E, 65th Infantry, stationed at Ft Sill, Oklahoma. Pri- 
vate John Smith was transferred from your command to Co. I, 19th Inf., stationed at Fort Sheridan, 
Illinois. The Commanding Officer of that Company writes yOu stating that, while you have Private 
Smith charged with two blankets, he claims never to have received them. Investigation shows that 
\'ou hold his personal receipt therefor, and that these blankets. Numbered 76, which was Private 
Smith's company number, were not turned in to Company Supply Sergeant. Write original letter and 
vtMir Indorsement covering the matter. 

3. Tou are Commanding Officer of Company D, I5th Inf., stationed at Ft Snelling, Minnesota. 
Private R. Brown, 32 years of age and married, wishes to take examination for appointment to Provis- 
ional Second Lieutenancy, United States Army. He is an exceedingly able man and you think him 
good material for commission. The facts are that, before he can take this examination, his disability 
as to age and marriage must be waived. Assuming that this waiver can be made only by the Adju- 
tant General of the Army, who says that marriage may be waived; but not age, prepare Private 
Brown's letter to you, and the course of the letter to the Adjutant General, through military chan- 
nels, and back again to Private Brown. 

NOTE: The letters and Indorsement required tn problems 1 and 2 are of the character which It Is not neces. 
iLary to forward through mllltarr channels. 



NOTES FOR FIRST LESSON 



SECOND LESSON 



(Reference A. R. 280) 
The Morning Beport 



The Army Regulations require (A. R. 280) that each Company shall keep certain reports, among 
the most important being the Morning Report, which is known as Form No. 332, A. G. O. Morning 
Reports are bound in small pamphlets covering one month. 

in them is kept a complete record of daily events. That care should be exercised in their prepara- 
tion is obvious. Daily they are taken to the Regimental Sergeant-Major's office, checked, and returned. 

At the beginning of each month, one months rations are drawn for the entire company; 
the quantity of rations, of course, depending upon the number of days in the month for which the 
rations are drawn, and the number of men in the company. For instance, one month's rations for one 
man, drawn for a thirty-day month, would be thirty rations, and for one hundred men, three thousand 
rations. 

Whenever a man is disoharged, sick in hospital, in arrest or confinement, absent or furloughed, 
his rations are dropped for the remaining days in the month. This is computed by subtracting a 
number of days equal to the date of his discharge, furlough or whatever the cause of his absence may 
be from the total number of days in the month, which gives the number of rations per man to be 
dropped. 

Whenever there are additions to the company, rations for the remainder of the month are drawn 
for each addition. This is computed by taking the remaining number of days in the month, induding 
the date upon which the additions arrived at the company, which gives the number of rations per 
addition to be drawn. Prom this the number of rations to be added or deducted are stated on the 
Ration Return. 

The form of the Morning Report containing additional instructions and explanations, follows. 
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REMARKS 

(See Instnictioni 2, 8, and 7.) 


HATI0X9. ^ 


DajoC 
month. 


For Men. 


For AsiK»L« 
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MODEL REMARKS. 


BATIONS. j 


Day o! 
tnontb 


For Men. 


For ABlBtii 




Plu». 


Minos. 


PtnB. Mm 


1 


Pvt. Iliigbes fr duty to honp.; l»vt. Jordiin fr 8. D. to D. 8 W. J. 8. 

Pvt RIllinarHlev fr dutv to ho»<n.: I*Tt I^w fr duty to sick In or* 




20 
9 




- 


2 










Ten imaulffned r4>cnilt8 attached for ration«. 3 p. m., lat W. J. 8. 

Corp. Renan fr hosp. to sick In qrs.: Pvt. Boyd f r boap to duty 


« 

15 






3 








Sift. Bullock fr duty to hosp.; I'vt. Solar fr sick In qn. to hosp.: Corp. Renan fr sick In qm. to duty W. J. 8. 

Sgt. Neeley fr ho-^p. to 8. D.; Pvt. Mattocks fr hoap. to sick In qra.: PTt. Law fr alck in qrs. to dntv 


15 




4 


13 






Pvt. iMue fr alck In qm. to honp.: Pvta. Cbambera and Scagravea fr duty to hoap W. J. 8. 

Pvt ranneT fr dutv to hoan. * I*vt Bolum fr hoan. to duty 


20 

< 






5 


6 
40 








("orp. Smith, Pvt*. Lane, Thompaon, Sanger, Turner. Bell, and Wall fr D. 8. In the field to duty W. J. 8. 

Pvt . CMoae fr duty to nick In qra. : Pvt. Seagraveji fr hoxp. to duty .* 


• \ 


6 










Ton nnaaalgned r«*crultii left company at 7 m. m W. J. 8. 

PvtH. I^ne and Selridge fr hoap. and WiUlama fr sick In qra. to duty W. J. 8. 

Sgt. Bullock fr hoap. to duty W. J. 8. 

Corp. Jonea fr duty to furlough W. J. 8. 

Pvt. llaynea fr duty to hoap.; Pvt. Hugliea fr hoap. to duty W. J. 8. 

Total , V 


17 






7 


.7 


1 


8 








9 


1 




10 


1 








18S 


120 












1 




EXPLANATION. 

1. **A full day's ration is the unit. Paragraph 371. Army Regulations, 1913, prescribes three meals per day, break- 
fast, dinner, and supper. The credit in rations to be given an organization for messing men for a part of a day only 
should therefore be determined by dividing the total number of meals furnished by 3, and taking the quotient to the 
nearest whole number. A remaining fraction of one-third would thus be disregarded, whereas two-thirds remaining 
would count as a ration." (Par. 2289, Manual Q. M. C. 1916.) 

2. It is assumed th*at the change of status of a soldier with regard to rations occurs after breakfast unless otherwise 
stated in "Remarks." A soldier sick in a hospiUl that is located in the post, camp, or station of his company la present 
with the company but is attached to the hospital for rations, while one sick in Quarters is rationed with his company. 

3. The additions and deductions should be made for the unexpired part of the full ration period. The model illus- 
trates the method of computing additions and deductions of rations, assuming that rations are drawn for a period of ten 
days. • 

4. The following shows the method by which the totals in rations columns were determined: 

1st. Hughes, 9% days or —10 rations; Jordan, 9% or —10; total 20. 2d. Billingsby, 8% or —9; ten recruits, 9^ 
eachxl0^^93H or +93. 3d. Renan and Boyd. 7% eachx2=15V& or +15; Bullock and Solar, 1% eachx2=^15^ or —15; 
Renan. 0. 4th. Neeley and Mattocks, 6% eachx2-=13% or +13; Law, 0; Lane, Chambers, and Seagraves. 6% eachx3-= 
—20. 5th. Cansey, 5% or — 6; Bolum, 5% or +6; detachment 7 men, 5% eachx7=39% or +40. 6th. Close, 0; Seagraves, 
4% or +5; ten recruits. 4% eachxlO=46% or —47. 7th. Lane and Selrldge, 3% eachx2=7% or +7; Williams, 0. 8th. 
Bullock, 2% or +3. 9th. Jones, 1% or —2. 10th. Haynes. % or— 1; Hughes. % or +1. 

5. In the calculation on the 10th for rations due company for the second ten-day period it is assumed that 96 m^n 
are present for which rations are to be drawn. 
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STATION AND RECORD OF EVENTS. 

Prom tbe flrat to the tenth daj of tlie montli. 

(Sm InstrueUons 4, 5, «» and 7. See eleo model below. 



UODEI^ 



Oalv^«tua. T^x. T^sual Mmp datlM. 



(84W Instnictloiu 4, 5. and 0.)' 

STATION AND RBOORD OV RVKNTS. 

From the flnt to the tenth dajr of the mooth. 



STATION ANI> KKCORD OP KVBNT8. 

Frnm tho elevonth to the twentieth day of the month. 



«jal?p«ina. Tex. Usual camp duties. 

i««lvr«toa. Tex. I^ft OalTestoo 7:00 a. m. en ruute to Houston on practice march: arrlvifd at l*m Manitu* 1:30 p. ni. ; dlstan<*e marched lU miles. 

La Maniue. Tex. Left La Maniue 8:30 a. m.: arriTed at Hulen Tarfc 10:05 a. m.: distance marched. 6Vfc miles. 

.Huien eark, Tex. Left Hulen Park 8:34 a. m.; arrived at Webster 12:10 p. m.; distance marched, 9 miles. 

k<'l»%ter. Tex. Left Webster 7:17 a. m.; arrlTed at Duntont 12:03 p. m.; distance marched, 13Vfc miles. 

ibmnoni. Tex. Left Duroont 8:03 a. m.; arriTed Magnolia Tark. Houaton. 11:-I0 a. m.; distance marclied. 9 miles. 

I'Uifttulla Park. Bboston. Tex. Left Masnolia Park 6:00 a. m.: arriTed railroad station. Houston, by msrt*hlng -I miles. Kntrsioeil and left llous. 
t«in at 12:05 p. m.; arrived at OalTcoton 2:1A p. m.; dlsUnce traveled by rail. 48 mllea. 

I RTATION AND RECORD OT EVENTS. 

, From twenty-first to tlie last day of tho montli. 

I Otiveston. Trx. Usual camp duties. 

\ lialveston. Tex. Embarked on U. 8. A. T. Kilpatrick 11:30 a. m.; sailed for Vera Crux. Mex.. 5:30 p. m. 

t 4t •<« sik U. S. A. T. Kilpatrick en route to Vera Crux, Hex. Arrived at Vera Cnis at 7:30 a. m. 28th: distance trsveled by water. 028 miles. 

t Vkb CYus« Hex. Disembarked at Vera Crux 8:00 a. m. 20th: uking station there and performing uaual camp duties, provost guard duty In city. 
* sDd oMtpont duty eouth of city. 



RBQUIXKD 

Tea are Commanding Officer of Co. H, 9th Inf., stationed at Ft. Monroe, Virginia. For the pur- 
pose of this lesson, it is assumed that the month is July, 1917. 

Tour command on July 15, 1917, consists of the following: 1 Captain, a First and Second Lieu- 
tenant, 1 First Sergeant, 1 Supply Sergeant, 9 Sergeants, 16 Corporals, 3 Cooks, 1 Mechanic, no Musi- 
cians or Trumpeters, 128 Privates, no recruits, none on Extra or Special duty, 2 Sick, 1 in Confine- 
ment» none Alwent, no Horses* or Mules. 

On July 16th, 1917, Private James Wilson, who had been confined in the Guard House for thirty 
days 8. C. M. approved June 17, 1917, returns to duty. While washing windows, at about 8 ;00 a. m., 
that day, Private J. C. Smith, fell from the second floor of the barracks, breyiking his leg, and neces- 
sitating his removal to the hospital. Company engaged in five-mile practice march leaving at 8 :00 a. m. 
and returning at 9 :30 a. m. 

On July 17th, 1917, Privates J. C. Jones and Wm. Brown, engaged in a quarrel. They were both 
confined in the Guard House. Corporal Hal Jennings, who had been sick at the hospital with typhoid 
fever, returned to duty. Private John Hunt left Camp without permission at 6 o'clock p. m., July 
lS-17, and was absent at reveille, July 17, 1917. Company responded to fire call at 2:30 a. m. and 
extingnisbed fire at Q. M. Store House. 

— 15 — 



On July 18th, 1917, at 9:30 a. m., fourteen recruits are received from Jefferson Barracks, St 
Louis, Missouri On account illness of his wife. Sergeant John Green is given a pass for 24 houn, 
beginning at 7 a. m. Corporal Henry Frank reduced to ranks per Spec. C. M, July 14, 1917. CSorn- 
pany out on five-mile pi*actice march, 7 a. m. to noon. The Company spent the day digging trenches. 

On July 19th, Sergeant Charles King's enlistment expires and he requests discharge. Corporal 
Oscar Mint is promoted to Duty Sergeant Private John Hunt, who had been absent since 6 p. m., 
July 16th, without leave, returns to the company at about 7 :30 p. m., July 18, 1917. He is confined 
in the Quard House. Sergeant John Green returns from pass at 6:30 a. m. 

On July 20th, orders are received transferring Sergeant George Black to BecruitiiLg Duty. For 
loud talking after Taps, Private Sam White was detailed to 25 hours Extra Fatigue. (General Jean 
Bordeau, of Prance, visited the Post and reviewed the troops. 

Make out Morning Reports for those days, showing the events above named. 



NOTES FOR SECOND LESSON 
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THIRD LESSON 

From time to time, the Gompany will need provisions and supplies.' There will also be those in 
the Company who will become ill or sustain injuries. These matters respectively are covered by Q. 
M. C. Form 223, called "Ration Returns/' and Form 339, A. O. 0., called "Daily Sick Report'' These 
will be the subject of this lesson. 

L 
Ration Betnma 

At the beginning of each month, Ration Returns are made in duplicate, one copy being sent to 
(juartermaster and the other retained for files. As used in the Ration Returns, the term "ration" may 
be defined as one day's subsistence for one man. Of what a ration may consist is not material here. 
It is set out fully in A. R. 1205. 

In this connection, the manner in which the matter of Rations is handled by the Quartermaster 
Ls given. Ration Returns are customarily filed every ten days. When such a return is filed, the Quar- 
termaster credits the command filing it with an amount of money equal to the requirement of the Re- 
tum« The command then makes purchases at the Commissary against this account. Thus the matter 
is carried on until the end of the month. At the end of the month, the accounts are balanced, and, if 
the command has not purchased supplies up to the full amount of its money allowance, the balance is 
paid to the command in cash. On the other hand, if the command has overdrawn against its account, it 
pays to the Quartermaster the amount which it has overdrawn. The Government makes only one 
re<iuirement respecting this fund and that is that i^ be spent for rations. However, it should be borne 
in mind that^ when foodstuffs are available for sale at tbfi Chmunissary, they may not be purohaied 
elaewhne. i. i.^- J*: ^ i-lj.i*.Lj 

In the month of January, there being 31 days, 31 rations would be drawn for one man; so 
that, if there were 150 men in the company, exclusive of commissioned officers (whose rations are 
DOt drawn on these forms), 4650 rations would be drawn for that month. Any changes during the 
month are made on the Ration Returns for the following months. Rules for making additions and 
deductions, with examples, foUow: 

RATIONS TO BE ADDED.— Take notiee that if an enlisted man joins an organisation (as a re- 
cruit, or from furlough, from hospital, or from detached service) after the usual regular ration re- 
turn has been rendered by the commanding officer, he has to be subsisted on the rations in possession 
of the organization which had been drawn before his arrival. The organisation thereby beoomee en- 
titled to add to the next ration return rendered by it as many rations as there were days from the 
date of his joining to the end of the ration period current at the time. If more than one man joins, 
the organisation is entitled to add to the next ration return the sum of all the rations so due it; 
thus: If the ration period of the last ration return was for January 11 to January 20, and the num- 
ber of men joining were as follows: 

Sergeant Wolf, from detached service, Jan. 15 6 rations to Jan. 20 

Corporal Jones, from furlough, Jan. 12 9 rations to Jan. 20 

Private Anderson, from hospital, Jan, 19 2 rations to Jan. 20 

Detachment 15 men, from detached service, Jan. 18 45 rations to Jan. 20 

The total number of rations to be added to the ration return for Jan. 21 to Jan. 

31 would be....^ 62 

The interest of the commanding officers in the welfare of their men will cause them to see that 
all rations due their organizations are properly entered on the ration returns. 

RATIONS TO BE DEDUCTED.— On the other hand, if an enlisted man leaves an organisation 
(by reason of expiration, or enters hospital), after the usual regular ration return has been rendered, 
the rations which had been drawn for him for the time elapsing from the date of his leaving to the 
*-Qd of the current ration period are left in the possession of the organization, and the Oovenunent 
thereby beeomes entitled to have deducted from the next ration return as many rations as are thus 
l^'ft in the possession of the organization by the man leaving. If more than one man leaves, the sum 
of all the rations left behind by them should be deducted, thus: If the ration period was as before, 
from January 11 to January 20, and the number of men leaving were as follows: 

( orporal Young, on furlough, Jan. 14. 7 rations to Jan. 20 

Private Brown, on detached service, Jan. 16 5 rations to Jan. 20 

Private Horn, for hospital, Jan. 18 3 rations to Jan. 20 

Detachment 5 men, on detached service, Jan. 12 45 rations to Jan. 20 

The total number of rations to be deducted from the ration return for Jan. 21 

to Jan, 81 would be ^ ^ 60 

Fractions of days are disregarded — if a man reports in time for a midday meal rations are 

added for that day — ^if he reports in time for supper no credit is taken. The reverse is true when 

men leave an organization. 

The commanding officer's duty to the Government will cause him to see that all proper dedue- 

tioDf from his ration returns on account of men leaving are faithfully made. 



For notation of extra issues, see A. B. 1215. 



(FBONT) 



No.. 



(Quartermaster'B Number) 



Ration Return of 

At from , 191...., to 

No. of days , persons present No. of rations 

Additions deductions. . . .% , net corrections 



191.... 



NUMBER 
RATIONS 
REQUIRED 



}|- 



GARRISON 



FIELD 



RESERVE 



TRAVEL 



FILIPINO 



TOTAL 



No. emergency rations required 

Other issues required, quantities actually required within regulation allowance: (No. of animals. 



• SOAP 



Lbs. 



CANDLES, 
ISSUE. 



Lbs. 



CANDLES, 
LANTERN. 



Lbs. 



MATCHES. 



Boxes. 



TOILET 
PAPER. 



Pkgs. 



FLOUR FOR 
PASTE. 



Lbs. 



TOWELS, 
HUCK. 



No. 



IC£ 



Lba 



THIS CERTIFICATE AND APPROVAL COVER THE ISSUES INDICATED ON THE REVERSE SIDE HEREOF 



I CERTIFY that this Ration Return is correct and that the last regular issue of rations was made by 

•. , Quartermaster at , to indudr 

date of , 19 that the emergency rations entered (if any) are required for the enllBtad 

men of my command, and the money value of all previously drawn and improperly opened or lost has been charged 
against the persons responsible; that the civil employees for whom rations are required (if any) are entitled thereto 
under the regulations, and that the articles, other than rations, above requested are necessary for the public serrict 



In charge of ( 
Commanding 1 



Approved and ordered issued. The total rations required agree with the morning reports, and the quantities o' 
other articles ordered issued are necessary in the public service and within the regulation allowance. 



. CommandJo^' 



Tbia form mtj be UMd for a Brigade, Refflment, Battalion, Compaajr. Troop, or Battecy, a Detachment, CItU Bmployeee, etc. 
Not to be algned In dnpUcate. 

(BACK) 

♦Author's note: The regular supply of articles listed below this line are furnished gratuitously; i. e., they are 
not charged against the daily ration money allowance. 

BEQUntED 

Assuming it is the month of January, 1917, make out Ration Return for Co. E, 72 Inf., stationed 
at Ft. Riley, Kansas, command consisting of 151 men, exclusive of officers. Inventory was taken in 
the Commissary on December 27, 1916, and your accounts for that month were closed on that date. 

The following data will be found in the Morning Reports for November and December, 1916: On 
December 27th, your Morning Report shows present: 1 oflRcer and 151 enlisted men. Qoingbackto 



he date of Commissary Inventory, which was November 26th, 1916, you find the following data from 
»iir Moming Report 

November 26 



November 27 

November 28 

November 29 

• November 30 
tiid n. a 0. 149. 

December 1 

December 2 

December 3 

December 4 
Headquarters. 



Present, 3 Officers, 149 Enlisted Men. 

Private Adkins from Duty to sick in Hospital 

Sergt. lilajor Remington attached to Company for rations, per V. 0. R, C. 

No change. 

Recruits Adamson, Taylor, Black and Waring assigned to company per Ser. Record 

No change. 

No change. 

Recruits Adamson, Taylor, Black and Waring from Absent to Duty as Recruits. 

Sergt. Hand from Duty to Absent, Sick in Dist. Hosp., per.S. 0. No. 203, District 



O. 



December 5: No change. 

December 6: No change. 

December 7 to 20: No change. 

December 21: Pvt Rock from Duty to A. W. O. L. since 1:30 P. M., December 20th. 

December 22: Capt. Rolfe fr. D. to D. S. at Port Riley, Instructing Recruits, Battalion per V. 

P. a 



December 23: No change. 

December 24: Lt. Brown from Duty to Leave of Absence for 20 days, per S. 0. No. 46 Post. 

December 25: No change. 

December 26: No change. 

December 27: Pvt. (*ook from Duty to Sick in Quarters. 

December 28-31 : No change. 

•ALLOWANCES 

Ice: 100 lbs. per day for 100 men or any fraction under. For more than 100 men, add 1 lb. 
I>er day per man. 

Candles: .24 ounce per ration, when coal oil is not drawn. 

Matches: Whatever C. 0. may authorize. However, 4 packages or 48 boxes is sufficient, ordi- 
narily. 

Toilet paper: 1 pkg. of 1,000 sheets for each 60 rations. 

Soap: .64 ounce for each ration. 



author's note, opposite page. 



DAILY 8I0K BEPOBT 



Reference A. B. 280) 

Instructions for the preparation of this report (Form 239 A. Q. 0.) follow: 

The report will be signed by a commissioned officer of the company and by the medical officer 
un the line immediately following the last entry for the oocasion, each officer mdng only one Una for 
his signature and title and signing under the items of his report The first entry for each succeeding 
occasion will be made on the line immediately following the signatures of the officers. 

The report of the company officer will, if practicable, be completed before the report is sent to 
the medical officer. 

If the company officer can not state whether the alleged sickness or injury originated in the line 
of duty, he will write an interrogation mark (T) in the column provided for such exprevion of 
'opinion* ^ « 

In order that the report may be clear, erasures are prohibited. A line drawn across an erroneous 
^try will sufficiently indicate its obliteration. All obliterations and corrections must be authenti- 
cated by a certificate of the officer making them, written on the margin of the page. 

The report will be carefully preserved with the records of the company as prescribed in Army 
BtfnlatJAns or orders of the War Denartment. 



Une of Dnty 

Every disease or injary suffered by an officer or soldier while in the miliary service of the United 
States should be reported as originating in the line of duty, unless the reporting officer knows per- 
sonally or by credible information : First, that the disease or injury existed before the man entered 
the service; second, that it was incurred while the man was absent on furlough or without permis- 
sion; or, third, that it resulted from willful neglect or immoral conduct of the man himself. 


COMPANY OFFICER'S REPORT 


MEDICAL OFFICER'S REPORI 


DATS 

m 


8URNAMB CHRISTIAN NAME 


RANK 


WHEN 
TAKEN SICK 


IN UNE 

OF DUTY 

(Tti tr Nt) 


IN UNE 
OF DUTY 
(Ttt tr Nt) 


DISPOSITION 
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RBQUISED 

On August 14^ 1917, while in Battalion drill, Sergeant John Smith, suffered a sun stroke. He was 
removed to hospital. -^ 

On August 15, 1917, while returning to the barracks in a drunken condition, after Taps, Corporal 
Henry Stokes fell off a street car, sustaining three broken ribs. He was sent to the hospital. 

On August 16th, 1917, Privates Herman Prank and George Peters engaged in a quarrel in quar- 
ters. Sergeant Joseph Thompson, in charge of quarters, sought to quell the disturbance, and finally 
succeeded in so doing. The men sustained injuries as follows : Sergeant Thompson, a broken thumb, 
left hand, and a severe scalp wound ; Private Frank, badly bruised and lacerated face and wrenched 
back; Private Peters, severe knife wounds about the chest and neck. All of them were taken to the 
hospital. 

Make out Daily Sick Report to cover. 



NOTES FOR THIRD LESSON 
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NOTES FOR FOURTH LESSON 
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FOURTH LESSON 

I. 

The Duty Boftor 
(Reference A. B. 282) 

Equality in the distribution of duties in the Company is the object sought by the Duty Roster, 
which is Form 342, A. G. 0. When kept inaccurately, it works unfairness to the men, breeds discon- 
tent and makes impossible that perfect morale which it is necessary to be maintained if an efficient 
company is desired. 

Duties, therefore, are rotated. If there are ten men, for instance, available for Ouard Duty, and 
Private Jones went on duty on the 15th, he would not normally be called for that duty again until 
the 25th; and so it is with Kitchen Police and other duties. 

A non-conimissioned officer only is in charge of quarters daily. All men in the company, except 
commissioned' officers, First Sergeant, Quartermaster Sergeant, Cooks, and Mechanics are available 
for Guard Duty. Assignments of commissioned officers for Guard Duty are made from Headquarters. 

Instructions for keeping a Duty Roster follow: 

GENERAL 

1. The duty roster for troops, batteries, companies, and detachments show the names of all 
enlisted men of the organization, and consists of two parts: 

The roster for guard duty; » 

The roster for other duties. 

The man longest off duty (as indicated by roster numerals in the former case, and by the "date 
when last performed" in the latter) is the first for detail for such duty. 

OUABD B08TEB 

2. Each man is each day credited with the number of days that he has remained present and 
available for duty since the beginning of his last tour. 

3. When nonavailable on account of absence without leave, in arrest, in confinement, or on pass, 
men will be credited same as they would have been had they remained present and available 
for duty, the numerals being inserted in the same square just above the letters indicating their 
proper status. Men returning to duty from sick, from furlough, detached service, extra duty, or 
special duty all start in where they left off. Departures from this instruction may be authorized by 
the commanding officer when a strict application would allow an improper advantage or work hard- 
ship. 

4. The abbreviations should be strictly adhered to. 

5. If available,* but not required for guard duty, in the proper place opposite the soldier's name 
will be placed the numeral showing the number of days since he performed guard duty. The perform- 
ance of a tour of main guard duty is indicated thus : ^^ Any special guard duty, such as stable guard, 
may be similarly indicated, with the addition of the initial letter in the open half space, thus : "^ 

6. The detail for supernumerary should, as a rule, fall on the man next for detail. This, how- 
ever, may be varied so as to "even up" the detail. 

ROSTER FOR OTHER DUTIES 

7. At the beginning of the month insert in the proper column, opposite each man's name, the 
(iate when he last performed the duty specified, using the abbreviated name of the month and the 
numeral. 

8. When a detail for any one of these duties has been determined upon (in accordance with the 
(Tcneral instructions) draw a line through this date and insert'in the same space the numeral indicat- 
ing the day of the month. If detailed again for this duty during the month, draw a line through this 
last date and again insert in the same space the new numeral, and so on. (See model roster.) 

9. The necessary entries relative to any regular duties not specified on the roster will be shown 
in one of the blank columns provided for that purpose, the nature of the duty being shown in the 
heading of the column. 

10. In case of a detail for detached service, a hyphen should follow the numeral, which merely 
indicates the day of departure. But, since detached service is the only variable duty as regards length 
of time, it is the day of return that determines "when last performed;" hence, upon the man's return 
from detached service, draw a line through date of departure and insert the date of return after the 
hyphen. 

U. At the end of the month the dates when last performed are transferred to the proper spaces 
on the roftter for the ensuing month. 

ABBREVIATIONS FOR OUARD ROSTER 

A. — Absent without leave. P. — On furlough. 

At. —Arrest in quarters. P. — On pass. 

0. — In confinement. Ret. — Recruit. 

D. S. — On detached service. S. D. — On special duty. 

E. D. —On extra duty. Sk. —Sick. 
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REQUIBBD 

Make up a list of fourteen names. Among them, let there be 2 duty sergeants and 2 corporals; 
the rest privates. Distribute the duties named on the Duty Roster among them equally for 31 days, 
according to the above instructions. 

IL 

The Monthly Beiurn 

Form No. 30, A. 0. 0., is self-explanatory. Only the form, which contains the instructions, will 
be set out. The term "Within the Department," means within the jurisdiction of the Central De- 
partment, or other Departments into which the country is divided, and within which the command 
making the return happens to be located. "Without the Department,'' of course, means the opposite. 



OFFICERS, PRESENT AND ABSENT, ACCOUNTED FOR BY NAME 

M»rK 2.— oniopre will be accoanled for by name under the foUowlnff beftdinft and la the order named: 1. Vrueat: 2. AWent: 

■SM4, «te«. tr tmMramd: 4. AttadMi. 

XiiTR a.— Tl» *•*• '«rtth number, date, and worce of order) oo whieb an officer la aMl«aad. attaebad. ttaaafarrad to. or i»- 

mm ««t7 wiU. Jotaa ar rajetei* the orvaniaatlon. aMuaaa or U lallavad from tbe eommaad of It. or from anr apaolal dutr. 
•- ab— met a of wbatever duration or from wbaterer cauw. with autborltjr tberefor. and date of departure and return will be 

.^fHwft* bta naaM. 

XOTB 4. — AD eaaea of aboence. the nature, commencement of. aad tennlnatlon, and perloda authorised, with numbert. dates, and 
• -4 ar^en land In eaee of abeence on detached lerTlre. alck* or In coollnement. tbo plaea of abeence) will be stated on tbe 


1 


s 




*,„ IM...." 


(Natura of abaance) (Month, date, and year) 




.nr«t r^tmn boartaf entry.) , ^ . , ^ 

^«rTK 9.— Oppoalte tba namea of ofAcert wbo baTe raalfaad or been tsaaafanud f^ua the orranliatloa will be noted tbe date of 
««■« oc traaafar. with number, date, and source of order, and opposite tbe names of those who hare died, tbe date, place, and 
•' dMtb. 
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NOTE 1.— On the Ant Amj of 
(in case of CoMt ArUUerj to coMt 
troop, or battorr not forming a part 
In duplicate and one copj retained, 
carbon copiei ii anthoriaed, bot they 


each month eretj officer commanding a companj. troop, or batterj will aend a copj of thia retnm to reglnwBUl Jwij, 
defense beadqnartera. and in case of Engineer companies, to battalion beadqoartera), and eTerj officer coaunaadiac » .^ 

of a regiment, battalion, or iqaadron wiU aend a copy to The AdJuUnt (Jeneral of the Army. The relum wiu t* tk-. 

The retained copy will, if neceaaary. be loaned to post headquartera for the preparation of the poet retnm. Tbe aiti 
must be clear and dlatlnct and the original copy must be the one forwarded. 

RiAtloned at 


(Orranisatloii.) (Regiment) 
/«/^Kir>i<ri/^M r\K tuet nDAAKll7A*riOM AT iUliniUiaHT ON THE 


LAST DAY OF- - 


. 191 
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Number of men to be discharged during the next three months ; number who will probably reenlist. 



EFFECTIVE STRENGTH: Officers ; enlisted men 



(BCTectiTe strength will be reported only in campaign, and In determining such strength only thoee who are arailable for aerrice in line of 
Included. Offlceni or enllated men who are sick or disabled, on duty In any of the ataff or aopply departmenta. or for any other reason sre • 
line of battle. wUl be ezdoded.) 

ALTERATIONS SINCE LAST MONTHLY RETURN 
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(BACK) 

BEQUIBED 



Commanding Organixatit^ 



Tou are commanding Company A, 14th Infantry, stationed at Ft. Leavenworth, Kansas. On 
June 30, 1917, there are in your command, Ist Lieutenant Arthur Brown, 2nd Lieutenant John Hen- 
derson. It is July, 1917. 

All commissioned officers are present. Your command consisted, on June 30, 1917, of 148 men, 
exclusive of officers. It gained seven men, recruits, since the previous return. They arrived and joined, 
July 2, 1917, from Jefferson Barracks, St. Louis, Missouri. Their names are Herman Prank, Geo. 
Crosby, Peter Hofmyster, Fred Lake, Jos. Barnes, Edw. Wall and Roy Davis. 

Private Charles Henry was assigned on Detached Service at the Aviation School, Toronto, Can- 
ada, on July 1, 1917. Private J. H. Doggjell left camp without permission at 7:35 p. m., July 3, 
1917, and has never been heard from since. Sergeant Browning's furlough (30 days) commenced 
July 15, 1917. Tou know he returned to his home in Delaware. While replacing a burnt-out fuse in 
the barracks on July 16th, 1917, Sergeant John Williams received a mortal electrical shock. 

The enlistments of Privates Wells and Down expire on August 15th and September 12, 1917, re- 
spectively. First Sergeant Frank's enlistment expires on October 8, 1917, while the enlistment of 
Sergeant Rutledge will expire on December 1, 1917. 

On account of the continued illness of Sergeant Rutledge 's wife, he has said to you definitely he 
would not re-enlist; nor will Private Wells, who wishes to join his father in business. All the others 
have told you they would re-enlist. 

Having successfully passed the examination, Sergeant Paul Brown was commissioned a Second 
Lieutenant on July 19th, 1917, and was immediately assigned to duty with your company (S. 0, No, 
79, W. D. 1917, and R. S. 0. No. 27, July 26, 1917.) 

Prepare Monthly Return to cover. 
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FIFTH LESSO^ 



THE SERVIOE BEOOBD 





References : 


A.B. 
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138 


1535 
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Author's Note: — See Lesson ou Allotments and Insurance. 

The Service Becord (Form 29, A. G. O.) of the Soldier is his complete personal history. During 
the enlistment period, it follows him wherever he goes. 

In the Descriptive List contained in the form set out below, there will be noticed a statement as 
follows: '^ Indelible or permanent marks and physical defects at enlistment." In this space will be 
noted the existence of any of the marks mentioned. The marks should be carefully measured, de- 
scribed and their location given accurately. Abbreviations are used wherever possible. 

For example: If ''A" had a scar over right eye one-half inch long, from a cut, it would be set 
out thus: ''S % in. over Rt eye Cut.'' Or, if he had an American eagle tattooed on his right fore- 
arm, it would be mentioned thus: ''Tattoo Amer. Eagle, Rt forearm." Or, should he have a scar 
running in zig zag fashion, 3 in. x 6 in., down the right side of right leg, the result of a bum, it 
would be noted thus: *'Irr. S. 3 in. x 6 in. Rt. side Rt leg; bum." 

Additional instructions and form follow: 
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BEQUntED 

Henry Schmidt, age 31 years, single, residing at 4112 Chouteau Ave., St. Louis, Missouri, on 
August 1, 1917, accepted for enlistment in Detroit, Michigan, designating as friend to be notified in 
case of emergency. Prank Caldwell, 1462 South Broadway, St. Louis, Missouri. 

He presents a previous Honorable Discharge, reason, expiration enlistment period, dated May 15, 
1917, at Port Riley, Kansas, and signed by George P. Brewster, Captain, Company A, 47th Infantry, 
showing among other things, the following data: 

1st enlistment period; no previous service; sergeant; expert rifleman; character, excellent. 

An excerpt from said discharge follows: 

''Said Henry Schmidt was bom in St. Louis, in the State of Missouri, and when enlisted was 
twenty-seven and three-fourths years of age, by occupation a carpenter, had blue eyes. It. bro. hair, 
and light complexion, and was five feet nine inches in height. '' 

When a child, he was severely scalded about the left neck and chest, the scar of which, being 5 in. 
x 414 in., is still quite visible. It runs in an irregular fashion. He wears a 9V^ D shoe. 

He was accepted for enlistment on the date first mentioned, and was assigned to the Recruiting 
Station at Jefferson Barracks, St. Louis, Missouri ; arriving there on August Sth, 1917, at which time 
he was vaccinated for small-pox, and received the first inocculation against typhoid. On August 6th, 
he was assigned to Co. E, 34th Infantry, stationed at Texas City, Texas; joining that command on 
the Sth of August, receiving second inocculation for typhoid four days later, and, the third, a week 
from the date last named. His small pox vaccination was successful; and he is protected against 
typhoid. 

He shortly qualified (6. 0. No. 146, Hd. 34th Inf. Sept. 1, 1917) as an expert rifleman; and was 
promoted to corporal, November 1, 1917, and was made a duty sergeant, January 2, 1918. 

On January 15, 1918, his company, together with other companies in the 34th Infantry, was or- 
dered to Dallas, Texas, to quell disturbances along the line of the I. & G. N. R. R., whose employes 
had gone on a strike on the Sth of that month. The situation was beyond the control of the State 
authorities, who requested federal assistance. Several severe engagements between his company and 
the strikers followed, the most important beginning at 5 a. m., January 28, 1918, and ending 5 a. m., 
January 30, 1918. His company lost 18 men killed and 22 wounded, and the casualties suffered by 
the strikers were greatly in excess of that number. Schmidt suffered a scalp wound at the base of 
the skull, which apparently was not serious. He was, however, taken to the hospital, where he was 
confined for about three weeks and discharged, his wound having supposedly healed entirely. 



After two or three months had transpired, Schmidt's actions became queer. On May 12th, his 
mind became blank, and he was thereupon sent to the Government Hospital for the Insane, Wash- 
inS^ton, D. C, for observation and treatment. He remained at that hospital from May 14, 1918, the 
date of his arrival there, until October 1, 1918, at which time he was sent back to his company, cured. 
During his stay at that hospital, he underwent several operations on bis skull. 

irpon his arrival at the company's station, October 3, 1918, he applied to his company commander 
for a furlough, which was refused. He disappeared about 6:30 p. m., October 4, 1918, and, on No- 
\»Mnber 15, 1918, was apprehended by civil authorities at Fresno, California, as a deserter and returned 
to military control, Presidio, San Francisco, California. Thirty days later, he was tried for desertion 
and sentenced to 18 months at the United States Disciplinary Barracks, Ft. Leavenworth, Kansas (G. 
i\ M. 0. No. 34, Western Dept. Dec. 17, 1918). His conduct being excellent, he applied for restpration 
to duty August 2, 1919, was restored to duty on September 2, 1919, 6th Ind. letter W. D., Aug. 28, 
1919 (G. 0. No. 75, C. D. 1919), and, on December 2, 1919, was sent to Jeflferson Barracks, St Louis, 
M issouri, unassigned, from whence he was assigned to Co. K, 59th Lif ., Vancouver Barracks, Washing- 
ton, tel. instr. W. D. S. 0. No. 87, Jefferson Barracks, Mo., with following charges: $50 bonus for ap- 
prehension and delivery into D. 0. M. West Dept. Nov. 28, 1918; $128.75 cost of transportation for 
prisoner and one-half cost for guard from San Francisco to Ft. Leavenwortli, Eans., arriving at and 
joining said company on Jan. 3, 1920, where he remained until he was furloughed into the reserve; 
character excellent. 

Except while he was confined at the Government Hospital or in prison, he deposited $15 quarterly. 

Assuming that he was always paid on the first day of the month for services during preceding 
month, prepare Service Record to cover his case. » 



— 13- 



NOTES FOR FIFTH LESSON 



SIXTH LESSON 

At the termination of an enlisted man's service, Discharges and Final Statements are given to 
iiitu. In this connection, Article XXI, Army Regulations should be carefully studied. 

L 

THE DIBOHABOK 

There are three kinds of Discharges, to>wit, Honorable (Form 525 AQO), Dishonorable (Form 
527 AGO) and plain Discharge (Form 526 AGO). They follow: 

HONORABLE DISOHABOE FBOM THE UNITED STATES ABMY 

TO ALL WHOM IT MAY CONCERN: 

This is to Certify, That a of of the Jlegiment of , 

as a Testimonial of Honest and Faithful Service, is hereby Honorably Discharged from the United 
States Army by reason of 

Said was born in , in the State of , and when 

enlisted was years of age, by occupation a , had..... eyes, 

hair, complexion, and was feet inches in height. 

Given under my hand at this day of , one thousand 

nine hundred and 



. COLOR WHITE) Commanding. 

(FRONT) 

ENLISTMENT RECORD 

Name: Grade: 

Enliated. » at , for. .yeara. 

Serving in. enlistment period at date of discharge. 

Previous service: 



Xoncommissioned officer: 

Marksmanship: 

Horsemanship: 

Battles, engagements, skirmishes, expeditions: 



Knowledge of any vocation: 

Wounds received in service : 

Physical condition when discharged: 

Typhoid prophylaxis completed 

Married or single : 

Chaneter: 

Remarks : — 



Signature of soldier: 

It recommended for reenlistment 



Commanding.. 
(BACK) 



DISHONORABLE DISOHABOE FROM THE UNITED STATES ABBIY 

TO ALL WHOM IT MAY CONCERN: 

This is to Certify, That a of of the Regiment 

of is hereby Dishonorably Dischaxged from the United States Army by reason of the 

sentence of a General Court-Martial 

Said was bom in , in the State of , and when 

enlisted was years of age, by occupation a , had eyes, hair, 

complexion, and was feet inches in height. 

Qiven under my hand at this day of , one thousand nine hundred and 



(COLOR YELLOW) Conunanding. 

(FRONT) 

ENLISTMENT RECORD 

Name: Grade: 

Enlisted. > at , for years. 

Serving in enlistment period at date of discharge. 

Previous service: 

Noncommissioned officer: •. 

Marksmanship: 

Horsemanship: 

Battles, engagements, skirmishes, expeditions : 



Knowledge of any vocation: 

Wounds received in service: 

Physical condition when discharged: 

Typhoid prophylaxis completed 

Married or single : 

Character: 

Remarks : 



Commanding.. 

(BACK) 
— 86 — 



DI80HAB0E FBOM THE UNITBD STATES ABMT 

TO ALL WHOM IT MAY CONCERN: 

This ifl to Certify, That • t 

is hereby Discharged from the military service of the United States by reason of t 

Said. was born in , in the State of 

When enlisted he was years of age and by occupation a He had eyes, hair, 

complexion, and was feet inches in height. 

Given under my hand at this day of , one thousand nine hundil^d and 



Commanding. 



•laatfft (ndt ftnd companj aad reflment or corp« or deiMrtmeat; •. f., "Corporal. Companj A, 1st Infaotir:*' **8erfoant. Qoartermaator Corpa;' 

'*8«rKMiit, First Claaa. Medical Department." 
tioMTt "SefQlar Aroir/* "Volunteer Army." "Regular Army Eeeenre.*' or "Enlisted Reserre Oorpo." as the ease maj be. 
tStato folly actual canse of discharge, girlng nombcr, date, and source of order or description of snthorlty therefor. 



TOLOBBLUE) (FRONT) 



ENLISTMENT BBCOBD 

Name: Grade: 

Enlisted. , at 

Serving in enlistment period at date of discharge. 

Prior service:* 

Noncommissioned officer: 

Marksmanship, gunner qualification or rating :t 

Horsemanship: : 

Battles, engagements, skirmishes, expeditions : 



Knowledge of any vocation: 

Wounds received in service: 

Physical condition when discharged: 

Typhoid prophylaxis completed 

Paratyphoid prophylaxis completed.. 

Warned or single: 

Chanetar: 

Remarks : 



^ijniature of soldier: 

Ii Bot reoomiiiended for r««nlistmenl 



Commanding.. 



*0i«« eoapsny sad rsrlment or corps or depsrtment. with InchislTe dates of serrlce 1« esch enllstflsent. 
*Ol«f 4if9 of ^wUflentlOB or rsttng snd number, date, and sovree of order anaooadng sens. 



(BACK) 



REQUIRED 

(1) Frank Nielson, enlisted at Detroit, Michigan, on July 28, 1917, his twenty-first birthday, 
haying been born in St. Louis, Missouri. He is an expert stenographer, and a year after joining 
you, he was made Company Clerk, and, six months later. First Sergeant, which grade he held at 
the expiration pf his enlistment. He drew expert rifleman's pay. He received smallpox vaccination 
and completed typhoid prophylaxis three weeks after his enlistment. His demeanor as a soldier was 
excellent. He is 71 inches tall, weighs 180 lbs., eyes grey, hair black, complexion dark. 

(2) Charles Snelling joined your command on May 1, 1917. He enlisted at Chicago, Illinois, 
where he was bom, when he was 25 years and 6 months old, on March 20, 1917. He is perfectly 
willing and obedient. Few men in the company tried harder to acquire military knowledge and per- 
fection than he. However^ after what you considered a fair and thorough trial, to-wit, six months, you 
concluded that he never could become a soldier. He failed to qualify in marksmanship. He is 70 inches 
tall, weighs 175 lbs., has blue eyes, brown hair, complexion dark; was properly vaccinated and com- 
pleted tjrphoid prophylaxis on June 1, 1917. (See par. 148i A. R. and par. 50 Compilation G. 0. and 
Circulars and Bulletins W. D., 1881-1915.) 

(3) Michael Grady was transferred to and joined your command from Co. B, 72d Inf., on July 
2, 1917, per S. 0. No. 46, C. D. 1917. He was an expert accountant, and, when the stewardship of 
the Post Exchange became vacant, he was appointed to the place on November 1, 1917. When the 
books of the exchange were inspected by the Inspector General on April 2, 1918, it was found that 
he had a shortage of $1,200 in his accounts; and, after severe questioning, he admitted having em- 
bezzled the said amount of money. He was immediately confined in the Guard House, and, in thirty 
days, was tried. He was found guilty and sentenced to dishonorable discharge from the Army and 
five years penal servitude in the Federal Prison at Ft. Leavenworth, Kansas (G. C. M. 0. No. 
42 C. D. 1918). Just previous to the discovery of his shortage, he had been promoted from corporal 
to sergeant. He was bom in Dublin, Ireland. His age at this enlistment was 29 years and 3 months, 
and he enlisted at San Francisco, California, May 1, 1916, having just finished a term of enlistment 
with Co. I, 1st Inf., stationed at that place. His eyes were brown, hair black, complexion dark, and 
he was 72 inches tall. Vaccinated, and completed typhoid prophylaxis, March 16, 1917. He drew 
pay as Marksman. 

The data above given is everything known about the men. Assuming that your were command- 
ing Co. D, 40th Inf., to which they belonged, make out proper discharges to cover. Your station is 
Texas City, Texas. 

n. 

THE FINilL STATEMENT 

Reference: Article XXI, A. R. 

Upon the discharge of an enlisted man, his Company Commander will issue to him final statement 
(form W. D. 370) in duplicate, except in cases where a soldier has forfeited all pay and allowances 
and has no deposits due him ; in which event his commanding officer will furnish him with a full state- 
ment in writing of the reasons why such final statement is not furnished. 

Instructions for the preparation of Final Statements follow : 

1. Final statement will be given as follows.— Final statement, in duplicate, properly certified to 
by his immediate commander, will be given with the discharge certificate to every soldier upon his dis- 
charge from active service (except as otherwise prescribed by Army Regulations) or with the reserv- 
ist's descriptive card upon furlough to the reserve, and will be presented to the quartermaster for the 
pay due him. The payment made will be noted on the discharge certificate or upon the reservist's 
descriptive card except when the final statement has been transferred. 

2. Letter of notifloation.— Notification of discharge or furlough to the reserve will be furnished 
only in case of an enlisted man who is discharged from active service or furloughed to the reserve at 
a place at which there is available no officer provided with funds to make payment on final state- 
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10. Deserters. — In the case where final statements are given an enlisted man who has not been 
paid since return from desertion, his account will be so stated by the commanding officer as to enable 
the quartermaster to definitely determine the amounts due the soldier and the United States at date 
of desertion as distinguished from those accruing or incurred after return to military control, together 
with a correct transcript of the order publishing the action disposing of the charge of desertion. 

11. Deceased soldiers. — In the case of a deceased soldier, one final statement and duplicate in- 
ventories of effects will be prepared and forwarded as soon as practicable to The Adjutant General 
of the Army. Nothing will be entered on the final statement regarding the cause of death or whether 
death occurred in line of duty or on account of the soldier's own misconduct. In the case of a sol- 
dier who dies within the first six months of enlistment, the total money value of the clothing drawn 
and chargeable against his clothing account since enlistment will be entered on the final statement 
under **Remarks," in addition to any remarks regarding clothing entered under *'Due Soldier*' or 
"Due the United States" on such statement. 

12. Use of typewriter prohibited.— -Under no circumstances will final statements be prepared on 
a typewriter machine. 

13. Before delivering final statement upon which deposits are credited, the officer signing it will 
ascertain whether the soldier has the deposit book; and, if so, instruct him to present it to the 
quartermaster. Should he claim to have lost it, the officer will cause his affidavit to that effect to 
be taken and attached to the statement before he leaves the post. The affidavit will clearly state 
the circumstances attending loss of the book and show that the soldier had not sold or assigned it. 
Upon this evidence the quartermaster may pay, and the responsibility for the correctness of amounts 
credited on the statement will rest with the officer certifying it. Deposit books will be taken up by 
the quartermasters who make final payment and filed with their vouchers. Deposits forfeited by de- 
sertion will not be entered in column headed '*List of Deposits," but will be entered in the space 
for remarks with citation of the order announcing the disposition of the charge of desertion. 

14. Absences. — When a soldier is held to service to make good time lost by unauthorized ab- 
sences; absence from duty on account of disease resulting from his own intemperate use of drugs or 
liquors or other misconduct; while in confinement awaiting trial or disposition of his case if the trial 
results in conviction; or, while in confinement under sentence, a statement should be entered on the 
final statement under the head of "Remarks" substantially as follows: *'Held to service to make 
good time lost by AWOL from Oct. 1 to 10/15, and Nov. 5 to 12/15; sick not L/D. G. 0. 31/12 and 
45/14 from Jan. 5 to 20/16, incl. [ in confinement awaiting trial, convicted, G. 0. 45/14, from Feb. 2 
to 6/16; in confinement awaiting trial and serving sentence, G. 0. 45/14 from Mch. 10 to 25/16.'* 
In the event that stoppages of pay for absence without leave or absence sick, not in line of duty un- 
der G. 0. 31, 1912, and 45, 1914, occurring prior to the date to which last paid, have not been made, 
and if any such absences have occurred since date to which last paid, these facts and the periods of 
such absences should be also entered on the final statement under the heading **Due United States'* in 
addition to their entry under * 'Remarks." 

15. Pay detained pursuant to sentence of court-martial will be detained by the Government un- 
til the soldier is discharged from active service or furloughed to the reserve, at which time the total 
amount detained, if not forfeited, will be noted on the final statement in the space provided there- 
for, and paid to him out of Pay of the Army (or Pay of the Military Academy if soldier's pay is pay- 
able from that appropriation) for the fiscal year in which discharged or furloughed. (Par. IT, G. 0. 
5, W. D., 1916.) 

16. The final statement of an enlisted man who is entitled to commutation of quarters, heat, and 
light will show in the space provided therefor the inclusive dates for which such allowances are due 
and the soldier will execute War Dept. Form No. 369, in so far as it pertains to these allowances, for 
file as a subvoucher to the final statement. The payment will be made on the final statement as m 
this case Form 369 is simply a supporting paper. (Par. I, G. 0. 5, W. D., 1916.) 
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DUE SOLDIER 
Prior fiscal year: 

Pay of Army, 191 


Fiscal year In which discharged, fur- 
loughed, retired, or died: 
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REQUIRED 

(a) Private William Snelling's term of enlistment expires on March 20, 1917. He is an Expert 
Rifleman and will be given an Honorable Discharge. He enlisted at St. Louis, Missouri He owes 
the Post Laundry $1.50, and the Post Exchange $7.00. He is entitled to $160, deposited Nov. 12, 1916. 

(b) Private George Wellington enlisted at New York City, New York, on April 2, 1915. On 
May 4, 1917, per G. M. C. 0. No. 30 C. D. 1917, he was sentenced to 4 years in the Federal Prison 
and dishonorable discharge for attacking an officer, which sentence was commuted to dishonorable 
discharge. He forfeited all moneys due him from the United States. 

You are commanding Company K, 40th Inf., stationed at Jefferson Barracks, St. Louis, Missouri, 
to which these men belonged. Make out proper documents to cover. 



NOTES FOR SIXTH LESSON 



-42- 



SEVENTH LESSON 

THE MUSTEK .BOLL 
^Reference: Art. LXII A. R.) 

Alt officers, noneommlMloned officers, and others concerned in the preparation of this roll, are enjoined to exercise great 
are to malce the roll complete. When filed in The Adjutant General's Office, the roll will become the record to which ref- 
rcnce will thereafter be made in the investigation and settlement of claims or questions affecting the officers and enlisted 
ten whose names are borne on the roil, and their heirs, for the period covered by it. 



INSTRUCTIONS FOR THE PREPARATION OF MUSTER ROLLS 

1. NAMES TO BE ENTERED ON ROLL.^All officers and enlisted men will be taken up on the rolls from the date of 
^^ipt of notice of their assignment by competent authority, whether they have yet joined or not, and will be entered In the 
allowing order: First, commissioned officers belonging to the organisation In order of rank; second, commissioned officers 
tUchfHl to the organization In order of rank; third, noiicommlssloned officers In the order of the grades given In paragraph 
, A, R., the names under each grade heading appearing In the order of the dates of warrants; fourth, all others, except 
losicians and privates, In alphabetical order of grade; fifth, musicians; sixth, privates. The names of the men under each 
ndp heading, except noncommissioned officers, will appear alphabetically. [Lance corporals will be carried under the head- 
\r of privates.) The names and the grade headings (1st sergeant, quartermaster sergeant, sergeants, corporals, etc.), which 
Ul precede the names under each different grade, wUl follow one another without interval except when made necessary by 
t)« use of two or more lines in the column for "Remarks," after a name. In all cases the last name will be written first, e. 
.. Smith. John A., not John A. Smith. In the case of recruits forwarded from recruit depots, the receipt of the descriptive 
nd assignment card will be considered as the notice of assignment Care will be taken to have names of soldiers and dates 
r f'Dltstment correct. The names of officers attached to an organization will be borne on the muster rolls of the organi* 
rion to which attached, but the names of the enlisted men attached will not be borne on the muster rolls of the organisation 
ut on a separate (detachment) roll. 

:. REMARKS.^Under the head of "Remarks" will be carefully stated opposite the name of the person concerned: 

(a) Assignment. — ^The date when any assignment takes effect, with number and source or order therefor; 

(b) Date of Joining. — The date that any officer or enlisted man Joins, whether originally or from any absence, and, 

if originally, the source of gain; 

(c) Command, Assignment to or Relief from.— The date an officer assumes or is relieved from any command; 

(d) Changes of Rank or Grade. — All changes of rank or grade, with dates of changes, and numbers, and sources of 

orders; 

(e) Sentences.— All sentences, with dates of same and numbers and sources of orders; 

(f) Absence^ — ^AIl cases of absence of twenty-four hours or more, the nature and commencement of, and periods 

authorized, with numbers and sources of orders; and this will be stated on the first roll, and on subsequent 
rolls, while such absences continue, will be noted since. 

(Matim of abMBCc) *<Sfoiith. dat*. r^ar) 

See roll (period) 191....; and in case of absence on detached service, sick, or in con* 

(rirat roU baartns entrj) 

flnement, the place of absence will be set forth; 

(g) Injuries or Wounds.— All injuries or wounds received during the period covered by the roll, and whether or not 

contracted in line of duty; 

(h) Confinement. — ^All cases of confinement, with dates; and when by civil authority the nature of the offenses, 
whether prisoners have been held for trial, tried, or discharged without trial, and, when tried, whether 
acquitted or ccnvicted; 

(i) Medal of Honor and Certificate of IMerit« — On the first muster roll after receipt of notice of the award of a 
medal of honor or certificate of merit; th^ fact of the award, together with the date of the engagement 
and the cause of the award, will be noted; 

(k) Discharge. — Opposite the name of every soldier discharged will be noted whether he was honorably discharged, 
dishonorably discharged, or discharged; whether or not his service was hon^t and faithful; the character 
given on the discharge certificate, or If none so state; all unauthorised absences exceeding one day, also 
absences from duty on account of sickness, the result of misconduct, and while serving sentence of a court- 
martial and the time h^ld in confinement awaiting said sentence, with dates, or if no such absences are of 
record that fact will be stated. When the reenllstment of a soldier is not recommended, that fact and the 
reasons for such action will be noted on the roll, except in the case of a soldier discharged on surgeon's 
certificate of disability. 

: CHANGES SINCE LAST MUSTER: 

(a) These Who Have Ceased to Belong to the Command. — The names of those belonging to the command will be 

Inunediately followed by those of the officers and enlisted men who have ceased to belong to it since last 
bimonthly muster. These will be classed in the following order: Discharged, transferred, died, retired, 
deserted, dropped; and the utmost particularity will be observed in the remarks concerning them; dates 
and places will in every case be given; and numbers, and sources of orders, or description of authority, be 
always carefully given. When transferred to the Army Reserve, the character given on the descriptive card 
will be stated, and if transferred prior or subsequently to the date on which he was eliglbla for transfer 
the reasons therefor will be given. Under each heading the names will appear in the order prescribed In 
Instruction 1. 

(b) Retention Beyond Date of BnllstmenL— When soldiers are retained in service beyond the period for which they 

were enlisted, as shown by the date of their enlistments, the cause of such retention will be stated. 



(c) The Names of Soldiere Diecharged and Reenlieted, or who have deserted and rejoined from desertion since la^t 

bimonthly muster, will be placed both in the body of the roll and under the appropriate headings as hAYm 
been discharged, having deserted, etc. 

(d) Deserters. — The date and place of the return of a deserter to military control, whether he surrendered to or wai 

apprehended by the military or civil authorities, and in the latter case the date of surrender or apprehe:^ 
sion, will be noted on the first roll. On subsequent rolls until the result of the trial has been published 
or the case otherwise disposed of, will appear the remark "Awaiting trial (or result of trial) for desertiot 

See roll for , 191 " On the rolls following the final disposition of the case will ap* 

pear the data given on the first roll, and also the date, with number and source of the order announciu 
the man's return to duty or the result of the trial, including nature of offense of which convicted. [Note- 
The restoration to duty without trial of a deserter by competent authority, i. e., the commander who wouli! 
have been authorized to direct his trial, entailing the imposition of the forfeitures and stoppages prescribed 
by Army Regulations, can be ordered only in case the desertion is admitted, and must not be confuMd 
with the removal, by the order of such a commander or the War Department, of a charge of desertioc 
erroneously entered on the rolls against a soldier, such removal operating to relieve him from any and ail 
stoppages to which he may have been subjected on account of his supposed desertion.] 

(e) Desertion and Fraudulent Enlistment. — (1) Upon the apprehension or surrender of a soldier there will be notej 

on the first roll of the organization from which he deserted the date of apprehension or surrender, the nam- 
under which he fraudulently enlisted, and the place where confined awaiting trial; and on roll of organiza- 
tion in which serving fraudulent enlistment, the date of apprehension or surrender, the organization fron 
which soldier deserted, and the name under which he served therein. (2) If convicted of desertion and 
fraudulent enlistment and sentenced to be dishonorably discharged, the soldier will be discharged from th' 
oi*ganization from which he originally deserted, as of name and date of enlistment under which he wai 
serving therein, and his name dropped from the records of the organization in which fraudulently serving 
(3) If not dishonorably discharged but held to serve balance of legal enlistment, the soldier will be held a 
of the name and date of that enlistment and his name dropped from the records of the organization is 
which he was serving under fraudulent enlistment. (4) If held to service as of fraudulent enlistment and 
ordered discharged from enlistment from which he deserted, the soldier will be discharged from the organi- 
zation from which he deserted and held to service as of the date and name under which he fraudulently 
enlisted. 

4. ABBRBVIATIONS. — The abbreviations authorized in the preparation of the pay roll may be used on the muster roll 

5. EXTRA SHEE3TS.— If additional space be found absolutely necessary, the roll will be enlarged by stitching into thf 
middle of it an extra sheet or sheets, Form No. 61-1, A. G. O., provided for that purpose. Under no circumstances will baL' 
sheets be used or pieces of paper be attached to the roll. Paper fasteners, wire, or paste will not be used in joining the 
sheets of the roll. 

6. USE OF TYPEWRITER OR LEAD PENCIL IN THE PREPARATION OF ROLLS.— The preparation of muster rolls on 
a typewriting machine is authorized provided a black record ribbon of standard quality is used. The original copy of the roll 
will be forwarded to The Adjutant General's Office. Carbon copies of rolls will not be forwarded to that office. Rolls will 
not be prepared or signed with lead pencil of any kind. 

7. DOTS AND "DITTO."— The use of dots and the word "ditlo" is prohibited. 

8. RULED COLUMNS. — The ruled columns will not be used for purposes other than as stated in these instructions or 
indicated in the printed headings. 

9. CORRECTION OF ROLLS. — Corrections on muster rolls, after muster and before they hav^ been forwarded to The 
Adjutant General of the Army, will only be made with the approval of the mustering officer. Retained rolls will not be 
changed until authority therefor has been obtained from The Adjutant General. 

10. DETACHMENTS.— This roll will not be used to muster detachments. 

11. DISPOSITION MADE OF ROLLS.— Within three days after each bimonthly muster, the mustering officer will for- 
ward to The Adjutant General of the Army a copy of the muster roll of each company, battery, troop, or detachment. A 
duplicate of the muster roll will be retained. Blanks will be supplied from the Adjutant General's Department. The roll 
for The Adjutant General's Office will be folded evenly in three folds, with the brief on the outside. It will not be foMod 
or creased to fit an envelope, but will be mailed in an envelope of the proper size or in a wrapper made especially for the 
purpose. 

A SHEET OF MODEL REMARKS WILL BE FURNISHED UPON APPLICATION TO THE ADJUTANT GENERAL OF THE 

ARMY 
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MODEL REMARKS FOR MUSTER ROLLS 



NOTE — These Model Remarks are intended as a guide for placing data on the muster rolls required by the printed instruc- 
tions for the preparation of those rolls.) 



BSENCE. 

(a) Civil Authorities.— In hands CAuth fr Jan 10 to 
^b 3/14. Offense: Drunk and disorderly. Convicted (ac- 
ultted. released on bail, or released without trial). 

(b) Detached Service. — DS since Jan 15/14 at HQB Dept 
ar 15 SO 20 B Dept 1914. 

(c) Furlough.— On one mos furlough since Aug 10/14. 
R 106. 

(d) Sick.— (1) Sick in Walter Reed Oen Hosp July 5 to 
ng 20/14. (2) Sick in PH Ft Jay, N T. since May 10/14. 

(e) In Confinement— In confinement since Apr 20/14 at 
t Ontario. N T. See Roll for Mar and Apr 1914. 

(f) With Leave.— On 10 days' leave July 20-^30/14. SOP 
M 1914. 

(g) Without Leave.— AWOL Aug 10 to 15/14 (or since 
MK 10/14). 

NOTE — ^Absence of less than 24 hours will not be noted.) 
APPOINTMENTS CONTINUED IN FORCE. 

(a) Reenl Wmt as Sgt, and Apmt as Ist Sgt. contd. 

(b) Reenl Wmt as Sgt (or Corp) contd. 

(c) Reenl Apmt as Ck contd. 

(NOTE— Warrants and Appointments may be con- 
tinued only when reenlistment is accomplished 
on the next day after discharge.) 

APPREHENSION. (See DESERTION.) 

ISSIONMENT. 

(a) Assigned to Co RSO 10 Mar 5/14, not yet Joined, 
lb) Joined by assignment May 14/14, SOP 20, 1914. 

<c) Assigned to Co May 20/14 D and A Card Joined 
Ul lor not yet joined). 

ATTACHED. (In case of officers only.) 

Attached to Co. Par 1 RSO 40, 1914 Joined Aug 10/14. 

:ERTinCATE OF MERIT. 

Awarded C o^ M for saving the life of a comrade in a 
iiirmiBh with Filipinos at Tayug, P I, Aug 10/13. 00 20 
^Ii 1914. 

(NOTBr— To be noted only on first roll after receipt 
of notice of award.) 

:hanqe op name. 

Name changed tr John A Smith to Robert A Jones. 
>^' -r AGO July 10/14. 

:haNQES of RANK OR GRADE. 

•a) Aptd Sgt MaJ fr July 2/14. RO 20, 1914. 

(b) Aptd Bn Sgt MaJ fr Aug 2/14. Bn O 12. 1914, under 
IR 256. 

• c) Aptd 1st Sgt fr Sgt Aug 6/14. CO 5. 1914. 
id) Aptd Sgt fr Corp Aug 1/14. RO 10. 1914. 

ff> Aptd Corp fr Pvt July 5/14. CO 7, 1914. under 
iK 271, 276. 

I f > Aptd Ck ft Pvt July 5/14. CO 6, 1914. 

• g> Rd fr 1st Sgt to Sgt Aug 5/14. CO 5. 1914. 

'h) Rd fr Sgt to Pvt and forfeit one mos pay SC July 

: 14 

(NOTEr— All other changes of rank or grade will be 
reported in like manner.) 



COMMAND. 

(a) Comdg Co. 

(b) Comdg Co since Aug 15/14. SOP 25, 1914. 

(c) Comdg Co Aug 10 to 13/14, 

(d) Relieved fr command of Co Aug 15/14. Par 5, SO 
100 WD. 1914. 

CONFINEMENT. 

In confinement July 2 to 6/14. SC July 2/14. 

(NOTE — See also under headings "Absence,** "Deser- 
tion," and "Sentences.") 

DEATH, 

Died July 15/14, at Ft Jay, N Y. 

DESERTION. 

(a) Deserted July 5/14, at Ft Porter, N Y. 

(b) Deserted July 5/14, at Ft Jay, N Y, apprehended 
July 19/14. by C Auth. Chicago, 111, returned to MU control 
at Ft Sheridan, 111, July 20/14. Tried for desertion, found 
guilty, and sentenced to be confined at hard labor for 4 mos. 
GCMO 460 C Dept, 1914 (or tried for desertion and acquitted; 
or, tried for desertion and found guilty of AWOL only and 
sentenced to forfeit 2 mos pay and suffer a stoppage of |50 
reward for apprehension and delivery). In confinement serv- 
ing sentence. 

(c) Apprehended Aug 5/14, at Albany. N Y, by Mil 
Auth. In confinement since that date awaiting trial or result 
of trial. 

(d) Restoration to duty without trial. — In confinement fr 
July 4 to Aug 10/14 awaiting trial for desertion. Restored 
to duty without trial Par 3, SO 64 E Dept, 1914. 

(e) Removal of charge. — In confinement fr July 4 to 
Aug 10/14 awaiting trial for desertion. Charge removed as 
having been erroneously made. Par 5 SO 64 B Dept, 1914. 

(f) Desertion and fraudulent enlistment^— 

(1) Upon the first roll following apprehension will be 
noted as follows: 

On the roll of the organisation from which he deserted: 
"Apprehended (or surrendered) July 1/14 while serving in 
under the name of John A. Jones; in con- 



finement at Ft Logan. Colo, awaiting trial." On the roll of 
the organisation in which serving fraudulent enlistment: 
"Apprehended (or surrendered) July 1/14 as Martin Brown, 
who deserted Nov 2/12 from ; In confine- 
ment awaiting trial.*' 

(2) See beading "Dropped" (a) for remarks in case of 
conviction of desertion and fraudulent enlistment and sen- 
tenced to be dishonorably discharged. 

(3) See heading "Dropped'* (b) for remarks if soldier la 
not dishonorably discharged, but held to serve out balance of 
legal enlistment 

(4) If such soldier be held to service as of his fraudulent 
enlistment and is ordered to be discharged from his enlist- 
ment from which he deserted, he will be discharged from 
the organisation from which he deserted and held to service 
as of the date and the name under which he fraudulently 
enlisted. 
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MODEL REMARKS FOR MUSTER ROLLS— Continued 



DISCHARGE. 

1. Honorable. 

(a) Expiration of Service. — Hon difich Aug 9/15, at Ft 
Jay, N Y, per BTS. Character: Excellent. Service honest 
and faithful. AWOL May 5 to 9/14 (or no AWOL). Absent 
fr duty Feb 5 to 10/15 under GO 45 WD 1914 (or no ab- 
sence fr duty under GO 45 WD 1914). Retained in service 
to make good AWOL (or absence fr duty under GO 45 WD 
1914, or for convenience of Government). 

(b) By Purchase.— Hon disch Dec 30/15, at Ft Jay, N 
Y, par 2 SO 95 E Dept 1915. Character: Excellent Service 
honest and faithful. AWOL Apr 11 to May 10/15 (or no 
AWOL). Absent fr duty July 6 to 20/15 under GO 45 WD 
1914 (or no absence fr duty under GO 45 WD 1914). 

(c) By Order.— Hon disch Sep 30/15, at Ft Jay, N Y, par 
15 SO 98 WD 1915. Character: Very good. Service honest 
and faithful. AWOL July 3 to 10/15 (or no AWOL). Absent 
fr duty Aug 12 to 20/15 under GO 45 WD 1914 (or no ab- 
sence fr duty under GO 45 WD 1914). 

(d) On Surgeon's Certificate of Disabiiity. — Hon disch 
Nov 30/15, at Ft Jay N Y, on SCD. Character: Good. Ser- 
vice honest and faithful. AWOL July 16 to 20/15 (or no 
AWOL). Absent fr duty Oct 16 to 30/15 under GO 45 WD 
1914 (or no absence fr duty under GO 45 WD 1914). 

2. Discharge (Sec. 3, Par. 150, 'A. R.)— Disch Nov 8/15, 
at Ft Jay N Y, par 4 SO 21 B Dept 1915 (or SCD, or ETS). 
Character: (That which may have been recorded on dis- 
charge certificate.) Service honest and faithful (or not hon- 
est and faithful). Is not recommended for reenlistment 
(stating the reasons therefor). AWOL Feb 3 to 10/15 (or 
no AWOL). Absent fr duty May 11 to 20/15 under GO 45 
WD 1914 (or no absence fr duty under GO 45 WD 1914). 

3. Dishonerabie.— Dishon disch Dec 20/15, at Ft Jay, N 
Y, per GCMO 378 E Dept 1915. Service not honest and 
faithful. Character: (That which may have been recorded 
on discharge certificate.) Service not honest and faithful. 
AWOL June 3 to 20/15 (or no AWOL). Absent fr duty Oct 
21 to 30/15 under GO 45 WD 1914 (or no absence fr duty 
under GO 45 WD 1914). 

(a) Dishonorable Discharge Suspended.— Tried by GCM 
and sentenced to be dishonorably discharged, etc., per GCMO 
1812 E Dept 1915. Sentence of dishon disch suspended. In 
conf at 

DROPPED. 

(a) Apprehended (or surrendered) May 20/14 as Martin 
Brown, who deserted Nov 2/12 fr ; convicted of de- 
sertion and fraudulent enlistment and sentenced to be dis- 
honorably discharged, etc. GCMO 450, E Dept, 1914. Dropped 
fr records July 1/14. 

(b) Apprehended (or surrendered) May 20/14 as Martin 

Brown, who deserted Nov 2/12 fr ; held to serve 

out balance of his legal enlistment. Par 4 SO 75, WD, 1914. 
Dropped fr records July 1/14. 

(c) Discovered to be a deserter fr the Navy (or Marine 
Corps) Aug 2/14. Dropped fr records Aug 20/14. Letter 
AGOWD Aug. 17/14. (See par 133, AR.) 



INJURiES OR WOUNDS. 

Sick in PH Ft Jay, N Y. Aug 5 to 11/14 inc. Injured | 
(or wounded) on target range Aug 4/14 LD (or not LD). 

JOiNING, DATE OF. (See "Assignment," "Desertion," -Re- 
turn from absence," and "Transfer.") 

IVIEDAL OF HONOR. 

Awarded Medal of Honor for gallant and meritorious 
conduct at the battle of San Juan, Cuba, July 2/11. GO 
40, WD, 1914. 

(NOTE— To be noted only on first roll after receipt 
of notice of award.) 

RETURN FROM ABSENCE. (In cases of absence reporter! 
on last muster roll.) 

Returned tr leave (or furlough, or AWOL, or absent, 
sick, or confinement, or DS) Aug 25/14. 

RETIREMENT. 

Retired Aug 10/15, at Ft Jay, N Y, par 1 SO 125 WD 
1915. 

SENTENCES. 

(a) Forfeit $5 SC May 5/14. 

(b) Forfeit |10 per mo for 6 mos and to be confined 
for same period fr Aug 2/14, GCMO 420, E Dept, 1914. 

TRANSFER. 

(a) Transferred as Sgt fr Sgt Co B this Regt July 10/11 
RSO 7, 1914. Joined Sd. 

(b) Transferred as Pvt fr Sgt Co B this Regt Aug 15/14. 
RSO 40. 1914. Joined Aug 17/14. 

(c) Transferred to Co A 1st Inf Aug 20/14. Par 1, SO, 
150 WD, 1914. 

(d) Furloughed and transferred to Army Reserve Dec 
20/15, under GO 11 WD 1913. Character: Excellent. Service 
honest and faithful. AWOL May 5 to 9/14 (or no AWOL). 
Absent fr duty Feb 11 to 20/15 under GO 45 WD 1914 (or 
no absence fr duty under GO 45 WD 1914). ReUined to 
make good AWOL (or absence fr duty under GO 45 WD 
1914). 
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1 certify that this muster roll is made out in the man- 
ner required by the printed instructions; that the remarks 
•^* opposite the name of each officer and soldier are ac- 
ninite and Just; and that it exhibits the true state of the 


rol 
ori 
pr 

Mi 

At 

Ac 

Cl< 


I certify that I have carefully examined this muster 
I, and that I have mustered and minutely inspected the 
sanization, the condition of which is found to be as ex- 
essed in my remarks hereunto annexed (see note ^). 

lltArv Annearance • 




mg • ,,,,.,..,,....... •••••••• •• 


br Regulations and the Rules and Articles of War. 


rniitennents • 




)thing* 


i^UMon : 






I»»te: 








Inspecting and Mustering Officer. 










•NOTS— U IM Bid* tli« spMlil duty of ttf loapmHUf and mwterlDC 

IB Um coorM or hl« loaiwctloo. with MWh oth»r rtmarka «• mf bo MC«o 
urr or oiofol for tbo Information of tbe W.r Pepartnont. B« wlU alao 

eoMtd In tho colomn prorldod for that pvrpooo. and that th« ran la tli* 
■•la la comet. 


Commanding the Organisation. 
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BEQUIBED 

You are commanding Officer of Co. E, 32 Ind., stationed at Ft. Riley, Kansas; being assigned 
thereto on July 1, 1917, per S. O. No. 64, W. D., 1917. You reached your command from Co. F, 
10th Inf., stationed at Jefferson Barracks, St. Louis, Missouri, on July 1, 1917. 

Ist Lieutenant Arthur Jones was assigned to your company the same day, by the same order, 
and reached the new command from Co. A, 2d Inf., the same day you did. 

2d Lieutenant Frank McAlister was made a Provisional Second Lieutenant from the ranks, per 
S. O. No. 141, W D 1917, joining the command on Jan. 15, 1917, ooming from Co. C, 40th Inf., stationed 
at Ft. Leavenworth, Kansas. 

Since Dec. 31, 1917, the date of your last Muster Roll, following has happened: 

Private Sam Black, who enlisted on July 3, 1916, engaged in an altercation with Private Henry 
Smith, who enlisted on May 12, 1915. They were both confined in the Guard House from January 
7th, 1917, to January 15, 1917, awaiting trial, but were restored to duty without, trial, par. 2, S. 0. 
65, C. D. 1917. 

Private Oeorge Peters was given a furlough for 30 days, beginning January 15, 1917 ; having en- 
listed December 12, 1916. 

Between January 4th, 1917, and February 16 th, 1917, Sergeant Edward Hunter was confined at 
the Post Hospital with typhoid fever, contracted in line of duty. 

On February 10, 1917, Sergeant Jackson H. Summers was retired, account disability, per S. O. 63 
W. D. 1917. 

Private Oeorge Summers, who enlisted January 6, 1916, mysteriously disappeared at 7 p. m., Jan- 
uary 30, 1917. Five days later, at about 4 :30 p. m., his body was found on a sand bar in the Republi- 
can River, near Junction City, Kansas. 

Privates William Snider, enlisting April 2, 1915, Charles Jones, enlisting May 2, 1916, and Henry 
Saunders, enlisting July 5, 1916, and Corporal Edward Maloney, enlisting August 13, 1915, and Ser- 
geant Elmer Bradshaw, enlisting May 30, 1916, present. 

Make up muster roll to cover. 



NOTES FOR SEVENTH LESSON 



(c) The Names of Soldiers Discharged and Reenlisted, or who have deserted and rejoined from desertion since la. 

bimonthly muster, will be placed both in the body of the roll and under the appropriate headings as faarji 
been discharged, having deserted, etc. 

(d) Deserters. — The date and place of the return of a deserter to military control, whether he surrendered to or wu 

apprehended by the military or civil authorities, and in the latter case the date of surrender or appretst 
sion, will be noted on the first roll. On subsequent rolls until the result of the trial has been publish^i 
or the case otherwise disposed of, will appear the remark "Awaiting trial (or result of trial) for desertiia 

See roll for , 191 " On the rolls following the final disposition of the case irlU i^ 

pear the data given on the first roll, and also the date, with number and source of the order annotmdn 
the man's return to duty or the result of the trial, including nature of offense of which convicted. [Note 
The restoration to duty without trial of a deserter by competent authority, i. e., the commander who woaii 
have been authorized to direct his trial, entailing the imposition of the forfeitures and stoppages prescnbH 
by Army Regulations, can be ordered only in case the desertion is admitted, and must not be confn^tl 
with the removal, by the order of such a commander or the War Department, of a charge of desertiis 
erroneously entered on the rolls against a soldier, such removal operating to relieve him from any and i 
stoppages to which he may have been subjected on account of his supposed desertion.] 

(e) Desertion and Fraudulent Enlistment. — (1) Upon the apprehension or surrender of a soldier there will be no'A 

on the first roll of the organization from which he deserted the date of apprehension or surrender, the nam 
under which he fraudulently enlisted, and the place where confined awaiting trial; and on roll of organis 
tion in which serving fraudulent enlistment, the date of apprehension or surrender, the organization tim 
which soldier deserted, and the name under which he served therein. (2) If convicted of desertion u 
fraudulent enlistment and sentenced to be dishonorably discharged, the soldier will be discharged from tb 
organization from which he originally deserted, as of name and date of enlistment under which be ▼! 
serving therein, and his name dropped from the records of the organization in which fraudulently sernm 
(3) If not dishonorably discharged but held to serve balance of legal enlistment, the soldier will be held i 
of the name and date of that enlistment and his name dropped from the records of the organization ) 
which he was serving under fraudulent enlistment. (4) If held to service as of fraudulent enlistment as 
ordered discharged from enlistment from which he deserted, the soldier will be discharged from the organ 
zatlon from which he deserted and held to service as of the date and name under which he fraudulent] 
enlisted. 

4. ABBREVIATIONS. — The abbreviations authorized in the preparation of the pay roll may be used on the muster ro! 

5. EXTRA SHEETS. — If additional space be found absolutely necessary, the roll will be enlarged by stitching into tl 
middle of it an extra sheet or sheets, Form No. 61-1, A. G. O., provided for that purpose. Under no circumstances wOl ha 
sheets be used or pieces of paper be attached to the roll. Paper fasteners, wire, or paste will not be used in Joining ti 
sheets of the roll. 

6. USE OP TYPEWRITER OR LEAD PENCIL IN THE PREPARATION OP ROLLS.— The preparation of muster rolls < 
a typewriting machine is authorized provided a black record ribbon of standard quality is used. The original copy of the n 
will be forwarded to The Adjutant General's Office. Carbon copies of rolls will not be forwarded to that office. Rolls vl 
not be prepared or signed with lead pencil of any kind. 

7. DOTS AND "DITTO."— The use of dots and the word "ditlo" is prohibited. 

8. RULED COLUMNS. — The ruled columns will not be used for purposes other than as stated in these instructions 
indicated in the printed headings. 

9. CORRECTION OF ROLLS. — Corrections on muster rolls, after muster and before they hav^ been forwarded to T 
Adjutant General of the Army, will only be made with the approval of the mustering officer. Retained rolls win not 
changed until authority therefor has been obtained from The Adjutant General. 

10. DETACHMENTS.— This roll will not be used to muster detachments. 

11. DISPOSITION MADE OP ROLLS. — Within three days after each bimonthly muster, the mustering officer will f< 
ward to The Adjutant General of the Army a copy of the muster roll of each company, battery, troop, or detachment 
duplicate of the muster roll will be retained. Blanks will be supplied from the Adjutant General's Department. The r 
for The Adjutant General's Office will be folded evenly in three folds, with the brief on the outside. It will not be fold 
or creased to fit an envelope, but will be mailed in an envelope of the proper size or in a wrapper made especiidly for t 
purpose. 

A SHEET OF MODEL REMARKS WILL BE FURNISHED UPON APPLICATION TO THE ADJUTANT GENERAL OF Tf 

ARMY 
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MODEL REMARKS FOR MUSTER ROLLS 



9TE*-These Model Remarks are intended as a guide for placing data on the muster rolls required by the printed instruc- 
tions for the preparation of those rolls.) 



lENCE. 

(a) Civil Authorlties.~In hands CAuth fr Jan 10 to 
» 3,14. Offense: Drunk and disorderly. Convicted (ac- 
ttfd. released on bail, or released without trial). 

(b) DeUched Service.— DS since Jan 15/14 at HQB Dept 
15 SO 20 B Dept 1914. 

ic) Furlough. — On one mos furlough since Aug 10/14. 
106. 

(d) Sick.— (1) Sick in Walter Reed Gen Hosp July 5 to 
; 2«>/14. (2) Sick in PH Ft Jay. N Y. since May 10 A4. 
(f) In Confinement. — In confinement since Apr 20/14 at 
Ontario. N T. See Roll for Mar and Apr 1914. 
i!) With Leave.-On 10 days' leave July 20-30/14. SOP 
W14. 

if) Without Leave.~AWOL Aug 10 to 15/14 (or since 
r 10/14). 

>TE--AbeeDce of less than 24 hours will not be noted.) 
N)INTMENTS CONTINUED IN FORCE. 

(ft) ReenI Wmt as Sgt, and Apmt as let Sgt. contd. 

(b) Reenl Wmt as Sgt (or Corp) contd. 

(c) Reenl Apmt as Ck contd. 

(NOTE— Warrants and Appointments may be con- 
tinued only when reenlistment is accomplished 
on the next day after discharge.) 

PREHENSION. (See DESERTION.) 

IIGNMENT. 

<a) Assigned to Co RSO 10 Mar 5/14, not yet Joined, 
lb) Joined by assignment May 14/14, SOP 20, 1914. 
CI Assigned to Co May 20/14 D and A Card Joined 
•or not yet Joined). 

TACHED. (In case of officers only.) 

Atucbed to Co. Par 1 RSO 40, 1914 Joined Aug 10/14. 

in-IFICATE OF MERIT. 

Awarded C o/ M for saving the life of a comrade in a 
Wish with Filipinos at Tayug. P I, Aug 10/13. GO 20 
I m4. 

^ NOTE— To be noted only on first roll after receipt 
of notice of award.) 

ANGE OF NAME. 

Naai^ changed fr John A Smith to Robert A Jones. 
I't A(K) July 10A4. 

ANGE8 OF RANK OR GRADE. 

>» Aptd Sgt HaJ fr July 2/14. RO 20, 1914. 

cj Aptd Bn Sgt MaJ fr Aug 2/14. Bn O 12, 1914, under 

"■* Aptd Ist Sgt fr Sgt Aug 5/14. CO 5, 1914. 

^» Aptd Sgt fr Corp Aug 1/14. RO 10, 1914. 

*• Aptd Corp fr Pvt July 5/14. CO 7. 1914, under 

ri. r5. 

f' Aptd Ck fr Pvt July 6/14. CO 6, 1914. 

r Bd fr Ist Sgt to Sgt Aug 5A4. CO 5, 1914. 

J I- Rd fr Sgt to Pvt and forfeit one mos pay SC July 
»\ 

(NOTE— All other changes of rank or grade will be 
rvported In like manner.) 



COMMAND. 

(a) Comdg Co. 

(b) Comdg Co since Aug 15/14. SOP 25, 1914. 

(c) Comdg Co Aug 10 to 13/14. 

(d) Relieved fr command of Co Aug 15/14. Par 5, SO 
100 WD, 1914. 

CONFINEMENT. 

In confinement July 2 to 6/14. SC July 2/14. 

(NOTE:— See also under headings "Absence/' "Deser- 
tion/' and "Sentences.") 

DEATH. 

Died July 15/14, at Ft Jay, N T. 

DESERTION. 

(a) Deserted July 5/14, at Ft Porter, N T. 

(b) Deserted July 5/14, at Ft Jay, N Y, apprehended 
July 19/14. by C Auth, Chicago. HI, returned to Mil control 
at Ft Sheridan. Ill, July 20/14. Tried for desertion, found 
guilty, and sentenced to be confined at hard labor for 4 mos. 
GCMO 460 C Dept, 1914 (or tried for desertion and acquitted; 
or, tried for desertion and found guilty of AWOL only and 
sentenced to forfeit 2 mos pay and suffer a stoppage of $50 
reward for apprehension and delivery). In confinement serv- 
ing sentence. 

(c) Apprehended Aug 5/14, at Albany, N Y, by Mil 
Auth. In confinement since that date awaiting trial or result 
of trial. 

(d) Restoration to duty without trial. — In confinement fr 
July 4 to Aug 10/14 awaiting trial for desertion. Restored 
to duty without trial. Par 3, SO 64 E Dept, 1914. 

(e) Removal of charge. — ^In confinement fr July 4 to 
Aug 10/14 awaiting trial for desertion. Charge removed as 
having been erroneously made. Par 6 SO 64 E Dept, 1914. 

(f) Desertion and fraudulent enlistment^ 

(1) Upon the first roll following apprehension will be 
noted as follows: 

On the roll of the organization from which he deserted: 
"Apprehended (or surrendered) July 1/14 while serving in 
under the name of John A. Jones; in con- 
finement at Ft Logan. Colo, awaiting trial*' On the roll of 
the organization in which serving fraudulent enlistment: 
"Apprehended (or surrendered) July 1/14 as Martin Brown, 
who deserted Nov 2/12 from ; In confine- 
ment awaiting trial.*' 

(2) See heading "Dropped" (a) for remarks In case of 
conviction of desertion and fraudulent enlistment and sen- 
tenced to be dishonorably discharged. 

(3) See heading "Dropped** (b) for remarks if soldier Is 
not dishonorably discharged, but held to serve out balance of 
legal enlistment 

(4) If such soldier be held to service as of his fraudulent 
enlistment and is ordered to be discharged from his enlist- 
ment from which he deserted, he will be discharged from 
the organization from which he deserted and held to service 
as of the date and the name under which he fraudulently 
enlisted. 
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MODEL REMARKS FOR MUSTER ROLLS— Continued 



DISCHARGE. 

1. Honorable. 

(a) Expiration of Service.— Hon diach Aug 9/15, at Ft 
Jay, N Y. per ETS. Character: Excellent Service honest 
and faithful. AWOL May 6 to 9/14 (or no AWOL). Absent 
fr duty Feb 6 to 10/16 under GO 45 WD 1914 (or no ab- 
sence fr duty under GO 45 WD 1914). Retained in service 
to make good AWOL (or absence fr duty under GO 45 WD 
1914, or for convenience of Government). 

(b) By Purchase.— Hon disch Dec 30/15, at Ft Jay, N 
Y, par 2 SO 96 E Dept 1915. Character: Excellent Service 
honest and faithful. AWOL Apr 11 to May 10/15 (or no 
AWOL). Absent fr duty July 6 to 20/16 under GO 45 WD 
1914 (or no absence fr duty under GO 45 WD 1914). 

(c) By Order.— Hon disch Sep 30/15, at Ft Jay. N Y, par 
15 SO 98 WD 1915. Character: Very good. Service honest 
and faithful. AWOL July 3 to 10/15 (or no AWOL). Absent 
fr duty Aug 12 to 20/15 under GO 45 WD 1914 (or no ab- 
sence fr duty under GO 46 WD 1914). 

(d) On Surgeon's Certificate of Disability. — Hon disch 
Nov 30/15, at Ft Jay N Y, on SCD. Character: Good. Ser- 
vice honest and faithful. AWOL July 16 to 20/15 (or no 
AWOL). Absent fr duty Oct 16 to 30/15 under GO 45 WD 
1914 (or no absence fr duty under GO 45 WD 1914). 

2. Discharge (Sec. 8, Par. 160, A. R.)— Disch Nov 8/15, 
at Ft Jay N Y, par 4 SO 21 B Dept 1916 (or SCD, or ETS). 
Character: (That which may have been recorded on dis- 
charge certificate.) Service honest and faithful (or not hon- 
est and faithful). Is not recommended for reenlistment 
(stating the reasons therefor). AWOL Feb 3 to 10/15 (or 
no AWOL). Absent fr duty May 11 to 20/15 under GO 45 
WD 1914 (or no absence fr duty under GO 45 WD 1914). 

3. Dishonorable.— Dishon disch Dec 20/15, at Ft Jay, N 
Y, per GCMO 378 E Dept 1916. Service not honest and 
faithful. Character: (That which may have been recorded 
on discharge certificate.) Service not honest and faithful. 
AWOL June 3 to 20/15 (or no AWOL). Absent fr duty Oct 
21 to 30/15 under GO 45 WD 1914 (or no absence fr duty 
under GO 45 WD 1914). 

(a) Dishonorable Discharge Suspended. — Tried by GCM 
and sentenced to be dishonorably discharged, etc.» per GCMO 
1812 B Dept 1915. Sentence of dishon disch suspended. In 
conf at 

DROPPED. 

(a) Apprehended (or surrendered) May 20/14 as Martin 
Brown, who deserted Nov 2/12 fr ; convicted of de- 
sertion and fraudulent enlistment and sentenced to be dis- 
honorably discharged, etc. GCMO 450, E Dept, 1914. Dropped 
fr records July 1/14. 

(b) Apprehended (or surrendered) May 20/14 as Martin 

Brown, who deserted Nov 2/12 fr ; held to serve 

out balance of his legal enlistment. Par 4 SO 75, WD, 1914. 
Dropped fr records July 1/14. 

(c) Discovered to be a deserter fr the Navy (or Marine 
Corps) Aug 2/14. Dropped fr records Aug 20/14. Letter 
AGOWD Aug. 17/14. (See par 133, AR.) 



INJURIES OR WOUNDS. 

Sick in PH Ft Jay, N Y, Aug 5 to 11/14 inc. Injured 
(or wounded) on target range Aug 4/14 LD (or not LD). 

JOINING, DATE OF. (See "Assignment," "Desertion," "R^ 
turn from absence," and "Transfer.'*) 

MEDAL OF HONOR. 

Awarded Medal of Honor for gallant and meritorious 
conduct at the battle of San Juan, Cuba, July 2/11. GO 
40, WD, 1914. 

(NOTE — To be noted only on first roll after receipt 
of notice of award.) 

RETURN FROM ABSENCE. (In cases of absence reported 
on last muster roll.) 

Returned fr leave (or furlough, or AWOL, or absent, 
sick, or confinement, or DS) Aug 25/14. 

RETIREMENT. 

Retired Aug 10/15, at Ft Jay, N Y, par 1 SO 125 WD 
1915. 

SENTENCES. 

(a) Forfeit $5 SC May 5/14. 

(b) Forfeit $10 per mo for 6 mos and to be confined 
for same period fr Aug 2/14. GCMO 420, B Dept, 1914. 

TRANSFER. 

(a) Transferred as Sgt fr Sgt Co B this Regt July 10/14 
RSO 7, 1914. Joined Sd. 

• 

(b) Transferred as Pvt fr Sgt Co B this Regt Aug 15/14 
RSO 40. 1914. Joined Aug 17/14. 

(c) Transferred to Co A 1st Inf Aug 20/14. Par 1, SO 
150 WD, 1914. 

(d) Furloughed and transferred to Army Reserve Dei 
"20/15, under GO 11 WD 1913. Character: Excellent Servici 

honest and faithful. AWOL May 5 to 9/14 (or no AWOL) 
Absent fr duty Feb 11 to 20/15 under GO 45 WD 1914 (o: 
no absence fr duty under GO 45 WD 1914). Retained U 
make good AWOL (or absence fr duty under GO 45 WI 
1914). 
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! certify that this muster roll is made out in the man- 
>r required by the printed instructions; that the remarks 
"^t opposite the name of each officer and soldier are ac- 
(^irite and iust: and that it exhibits the true state of the 
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I certify that I have carefully examined this muster 
11. and that I have mustered and minutely inspected the 
ganisation, the condition of which is found to be as ex- 
essed in my remarks hereunto annexed (see note •). 

Illtnrv AnrftPAr&nce* •••.••• 




*mR * .. ■«■■■■■«■•■■•••••••••••••••••••••* 


t? Regulations and the Rules and Articles of War. 


^couterments * 




ntfiinfi" ..........■■■•••••■••■••••••••••••••** 


* ' * * ftfi • 






^1-^ 








Insi>ectlng and Mustering Officer. 






•N0T»-It If iii«d* tb« spvcUl doty of tkc liwpwrtlBC «a4 nwittfinf 

In tb« coorte of bto Inspectloo, with socb other remarfca «• mj ho bmoo 
asFv AT na*fiil for th« laformatloD of tho War DeDartmoiit. Ho will oloo 




Commanding the Organisation 
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REQUIRED 

Tou are commanding Officer of Co. E, 32 Ind., stationed at Ft. Riley, Kansas; being assigned 
thereto on July 1, 1917, per S. 0. No, 64, W. D., 1917. You reached your command frem Co. P, 
10th Inf., stationed at Jefferson Barracks, St. Louis, Missouri, on July 1, 1917. 

Ist Lieutenant Arthur Jones was assigned to your company the same day, by the same order, 
and reached the new command from Co. A, 2d Inf., the same day you did. 

2d Lieutenant Frank McAlister was made a Provisional Second Lieutenant from the ranks, per 
S. 0. No. 141, W D 1917, joining the command on Jan. 15, 1917, ooming from Co. C, 40th Inf., stationed 
at Ft. Leavenworth, Kansas. 

Since Dec. 31, 1917^ the date of your last Muster Roll, following has happened: 

Private Sam Black, who enlisted on July 3, 1916, engaged in an altercation with Private Henry 
Smith, who enlisted on May 12, 1915. They were both confined in the Guard House from January 
7th, 1917, to January 15, 1917, awaiting trial, but were restored to duty without, trial, par. 2, S. O. 
65, C. D. 1917. 

Private George Peters was given a furlough for 30 days, beginning January 15, 1917; having en- 
listed December 12, 1916. 

Between January 4th, 1917, and February 16 th, 1917, Sergeant Edward Hunter was confined at 
the Post Hospital with typhoid fever, contracted in line of duty. 

On February 10, 1917, Sergeant Jackson H, Summers was retired, account disability, per S. O. 63 
W. D. 1917. 

Private George Summers, who enlisted January 6, 1916, mysteriously disappeared at 7 p. m., Jan- 
uary 30, 1917. Five days later, at about 4:30 p. m., his body was found on a sand bar in the Republi- 
can River, near Junction City, Kansas. 

Privates William Snider, enlisting April 2, 1915, Charles Jones, enlisting May 2, 1916, and Henry 
Saunders, enlisting July 5, 1916, and Corporal Edward Maloney, enlisting August 13, 1915, and Ser- 
geant Elmer Bradshaw, enlisting May 30, 1916, present. 

Make up muster roll to cover. 
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EIGHTH LESSON « . 

THE PAT BOLL 

(References: A. R. 1315 to 1383, b. incl.) . t . . i ^ 

Pay rolls (Form 366a W D) are made up monthly in triplicate, one copy being retained by the 
org^anization and two copies sent to the Quartermaster. It should be complete before leaving the or- 
ganization. 

Instructions. 

The Pay Roll contains four certificates, which for convenience of this lesson, have been numbered. 
Referring to the certificates by number we have given them: 

(1) Before forwarding the Pay Roll, the Commanding Officer should examine same carefully, 
to see that it complies in all strictness with Army Regulations. A good idea is to have a list of the 
necessary data for Pay Rolls, and, when the roll is completed, it should be checked against the list. 
fading that the roll checks against the list, the first certificate may be properly signed. 

(2) As it was learned in the Seventh Lesson, Muster Rolls are made bi-monthly. In the off month, 
the organization is mustered by the Pay Roll. The organization is mustered on the last day of the 
month for which payment is to be made by the Pay Roll. Finding all present or accounted for, the 
Mustering Officer, who may be any commissioned officer in the organization, signs the certificate in 
the place indicated. 

(3) The Commanding Officer of the organization witnesses the payment of each man. He is 
seated at the pay table with the Paymaster and as the man is paid, that man is checked off the roll. 

^ Those not present to receive their pay are marked' 'Not Paid."' (Those . marked *'Not Paid" are 
usually men in confinement or sick not in line of duty. The pay of men who are simply absent from 
the pay table, however, but who are entitled to pay, may be collected by the Commanding Officer of 
the organization, checked, and their pay turned over as soon as convenient.) 

(4) The payment of men is made on the original Pay Roll. This certificate is made on the dupli- 
cates of the roll retained by the Paymaster and the Organization. 

Whether the men are present or absent, their names and rank should be set out in the column on 
the second page marked (w). The date of their enlistment in the column marked (x), and the des- 
ignation of their enlistment period, as 1st, 2d or 3d, or whatever period it happens to be, is set out 
in the column marked (y). In writing in the date of enlistment, figures may be used to show the day 
of the month and year, but not the month. This should always be written out vfhen there is room. 
If not, use accepted abbreviation. Those men who have permanently left organization, by reason of 
discharge, transfer or retirement, etc., should be carried at the end of the Pay Roll, under an inserted 
heading, to- wit: "Losses". All data covering these cases should be noted in "Remarks". 

In the column marked (z) should be noted any remarks pertaining to the payment of the man, 
as, for instance, ** Confined in the Guard House," or **Siek, not in line of duty, Hospital." To take care 
of deductions for Allotments, Insurance and Liberty Bonds, three columns should be ruled off in this 
space, one for Allotments, one for Insurance and one for Liberty Bonds, Over the top of these columns 
(not separately) should be added **Due U. S." In each column the amount due should be stated. 

On the third page, in the column marked (1), the man's signature is placed. This applies only to 
the original Pay Roll retained by the Paymaster. Nothing else on that page is filled in. The pay- 
master determines the amount due each man. However, the signatures of the men are typewritten 
on the duplicate copies of the Pay Roll in their proper places. 

The blank pay roll sheets do not come bound. It should be determined in advance how many of 
these sheets the pay roll will consume, if it is the intention to bind it before completion. The best 
way, however, is to complete the entire pay roll and then bind it. 
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ai3NE2RAl4 ORDERS, 
No. 40. 



WAR DEIPAllTMENT. 
Washington, Aueruat 30, 1916. 



The instructions for the preparation of Army pay rolls 
and authorized abbreviations published aa Quartermaster 
Corps FV)rm No. 70, and model remarks for Army pay rolls pub- 
lished as Quartermaster Corps Form No. 6», are hereby re- 
scinded, and the following is published in their stead for the 
Information of all concerned: 

INSTRKCTIONS FX>R THE PREPARATION OF ARMY 
PAY ROLLS. 

1. The pay rolls are not only the guide for the immedi- 
ate payment of the troops interested, but when filed in tlie 
Treasury Department they become the recoini to which 
reference will thereafter be had in the investigation and, set- 
tlement uf claims or questions affecting the pay of the men 
whose names are borne thereon for the period involved. All 
officers are therefore enjoined to exercise every care to 
make the pay rolls with which they are concerned complete 
In every detail. 

2. Composition of a Pay Roll. A pay roll will be made 
up of one copy of War Department Form No. 366 and as 
many forms 366a as may be necessary, fastened together 
along the edge indicated by sewing or by means of a 
stapling machine or other permanent fastening* but not by 
use of glue or mucilage. 

3. Number of Copies and Disposition of Same. Pay 
rolls will be made out in triplicate, and dated from the first 
to the last day of the month. Two of the three copies (one 
being the signed roll) will be forwarded to the quarter- 
master and the third copy duly extended will be retained 
with the records of the organization. 

4. Signing of Rolls. Only one copy will be signed by 
the men. and when carbon copies are made the original will 
always be the copy to be signed. The roll to be signed will 
always be completed and fastened together before being 
signed. When it is known that payment is to be made by 
check none of the rolls will be signed by the men. Only 
men who are to be paid will sign the roll: those who for 
any reason are not to be paid will not sign; if. however. In 
such case, the roll be inadvertently signed, the signature 
win be erased. In cases of stoppages equaling or exceeding 
the pay due, complete data will be carried to the next suc- 
ceeding rolls until a sufficient amount of pay Is due to 
satisfy all stoppages and leave a balance for the soldier. 
(See par. 16 below.) If for any reason a soldier whose name 
appears on the pay roll does not sign the roll and is not 
to be paid by check, a line will be drawn through the space 
intended for his signature. 

6. Typewritten and Carbon Copies Authorized. The 
preparation of pay rolls on a typewriting machine la author- 
ized, provided a record ribbon is used. The making of car- 
bon copies is also authorized, but they must be clear and 
legible throughout, and the original copy and the first car- 
bon copy must be forwarded to the quartermaster, who will 
in turn forward the original copy, with his account current, 
to the Quartermaster*Oeneral of the Army. Quartermasters 
will not be required to accept carbon copies that are not 
clear and legible throughout, and they are authorised to re- 
turn illegible copies with request for legible ones. 

6. Names to be Entered on Roll. The names of officers 
of the Regular Army will not be entered on the roll, but all 
enlisted men will be taken up thereon from the date of 
receipt of notice of their assignment, whether or not they 
have yei Joined, and will be entered in the column "Names, 
Present and Absent, and Rank." in the following order: 
First, noncommissioned officers, in the order of the grade 
given In paragraph 9, Army Regulations. 1913, the names 
under each grade- heading appearing in the order of the 
dates of warrants; second, all others, except buglers, first- 
class privates, and privates in alphabetical order of grade: 
third, buglers: fourth, first-class privates; fifth, privates. 
The names of the men under each grade-heading, except 
noncommissioned officers, will appear alphabetically. Lance 
corporals will be carried under the heading of "First-class 
privates" or "Privates," depending on the actual grade held. 

The names and the Jieadlngs will follow one another 
without Interval, . except when made necessary by the use 
of two or more lines. In the column of "Remarks" after a 
name. 

Men on detached service will be carried on the roll of 
the organization to which they belong in their proper place, 
with remarks showins: them on detached service and place, 
if known. 

In all cases the last name will be written first, e. g.. 
Smith. John A., and not John A. Smith. Care will be taken 
to have the names correctly spelled and the dates of enlist- 
ment correct, and the signatures must correspond exactly 
with the names in the column, "Names. Present and Absent, 
and Rank." 

7. Detachment Roils. The names of men mustered for 
pay at stations where their companies or organizations are 
not mustered may be borne on one consolidated pay roll. 

All department pay rolls for detachments composed of 
various organizations will show in a column ruled for that 
purpose the company, battery, troorv. or other organization 
to which each man belongs. 

8. Ruling Extra Columns. The use of dots and the 
word "ditto" Is 'prohibited, but when items of the same 
character, such as subsistence credit sales, clothing due 
United States, post exchange, and post laundry, are to* be 



made against a sufficiently large number of men. column^ 
may be ruled therefor In the space under "Remarks." 

9. By Whom and to What Date Paid. In the ease of 
soldiers who were last paid to a date different from that to 
which the organisation was last paid, or by a different quar. 
termaster, as shown by the certificate of the commanding 
officer on the first page, the date to which last paid and the 
name of the quartermaster will be stated against their 
names under "Remarks." 

10. Column "Rema^s"^Data Opposite Names. AU 
data affecting a soldier's pay will be entered in the column 
"Remarks" In the manner indicated under the caption 
"Model Remarks" below. 

Only such remarks as affect a soldier's pay will b« 
entered. 

Opposite the name of the person concerned will be care- 
fully noted— 

(a) All cliangea of rank or grade. In case of appoint- 
ment the number, date, and source of order will be stated: 
in case of reduction the date of receipt of order at soldler'» 
station will also be stated. 

(b) AU authorized stoppages, fines, sentences, with 
number, date, and source of order. 

(c) All cases of absence of enlisted men without leav« 
or absence sick without pay for one day or more. 

(do All cases of confinement of one day or more by civil 
authorities and whether such prisoners have been held for 
trial, tried, or discharged without trial, and, when tHed. 
whether acquitted or convicted, with dates of absence. 

(e) Everything else affecting the pay of every enliBte<1 
man, so as to insure justice to him and to the United States. 

As many lines as may be necessary to avoid crowding 
win be taken after each name, and only one line of written 
matter will be placed on one ruled line. When the matter 
is typewritten, remarks exceeding one line will be single 
spaced without regard to the ruled lines on the paper. 

11. Clothing Account. For regulations concerning the 
settlement of a soldier's clothing account, see paragraphs 
1 159-1169. Army RegulaUons. 1913. 

1Z Retention in Service Beyond Date of Enlistment. 
When soldiers are retained in the service with the colors 
to make good time lost, the cause of such retention must be 
stated. In case a soldier who must be kept in the service 
beyond the date of expiration of term of enlistment in order 
to make good time lost and is in confinement at or after 
date of expiration of term of enlistment the date of res- 
toration to duty status, is so restored, will be stated. 

13. Changes Since Last Muster for Pay. (a) Names of 
men belonging to a command will be immediately followed 
by those of the men who have ceased to belong to it since 
last muster for pay. These will be classed in the followioK 
order: (1) Discharged, (2) furloughed to the reserve. (S) 
transferred, (4) died. (5) retired, (6) deserted, <7) missing. 
Under each heading the names will appear in the order pre- 
scribed in paragraph 6 above. 

(b) The character of discharge (honorably discharged, 
discharged, or dishonorably discharged) will k>e noted on the 
roll. 

(c) In these cases: (1) Desertion; (2) dishonorable dis- 
charge; (3) discharged for desertion; (4) missing: (5) and 
discharge, honorable discharge; or furlough to the reserve 
when the stoppages equal or exceed the amount due soldier; 
the soldier's account will be stated in full, showliur rank or 
grade, date to which last paid, and by whom. All stoppages 
and charges (special care being taken to note all dues to 
post exchanges, compcmy fund, etc), and credits for de- 
posits, etc., and the balance due the United States or due 
the soldier on account of clothing, and when the desertion, 
discharge, or furlough occurs within the first six months of 
enlistment the money value of clothing drawn since enlist- 
ment must also be stated; also dates and places will be 
given, the number, date, and source of order or other au- 
thority. 

(d) In case of honorable discharge (except as prescribed 
in (c) above and (e) below), discharge or furlough (except 
as prescribed in (c) above), transfer, death, or retirement, 
only the rank or grade, the date of discharge, furlough, 
transfer, death, or retirement and the number, date, and 
source of the order or other authority will be given. 

(e) The names of men who are discharged during the 
period covered by the pay roll and who reenlist in the same 
company during that time will be carried in the body of the 
roll only. 

14. Deaertors. The name of a soldier who has Joined 
from desertion since last muster for pay will be placed in 
the body of the roll only. The following data will appear 
on the first roll: The same data that appeared on the roils 
uii which the soldier was dropped as a deserter; a state- 
ment of his new account opened after date of return to mil- 
itary control (the account at date of desertion and the ac- 
count since return to military control being stated sepa- 
rately); the place and date of return to military control, 
and whether he was apprehended or surrendered. On sub- 
sequent rolls until the result of the trial has been published, 
or the case otherwise disposed of. will appear the remark. 
•Awaiting trial (or result of trial) for desertion. For state- 
ment of account see rolls for . 191 — ." On the rolls 

following the final disposition of the case will appear a com- 
plete statement of the soldier's account at the date of such 
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diBpoBition of the case, the ante*deBertion and Dost-deser- 
tlon accounts to be etated seuarately. Including the number, 
source, and date of the order announcinfc his return to duty, 
or the result of the trial. 

The restoration to duty of a deserter by competent au- 
tYiortty, namely, by the commander who would be authorized 
to direct that he be brought to trial, can be ordered only in 
oase the desertion is admitted, and must not be confused 
-mrMh the removal (by the order of such commander or the 
'VV\ar Department) of a charRe of desertion erroneously en- 
tered on the rolls airainst a soldier. 

15. When a soldier is not paid on a pay roll the or- 
fcanisation commander must not attempt to settle the ac- 
count by striklniT a balance between the undrawn pay and 
Indebtedness, but the account as a whole must, except as 
OTovided in paracrraph 14. be carried forward to succeedinir 
rolls until the quartermaster can collect all dues to the 
United States and pay a balance to the soldier. (See A. R. 
1374. 19U.) 

16. Whore chanires occur In a quartermaster's flgures 
in the "Balance paid" column, the company commander or 
officer witnessing the payment must certify In the margin of 
the roll the amount actually paid the soldier. 

MOD6L. REMARKS FOR ARMT PAT ROLLS. 

17. These model remarks are meant to cover only the 
more common cases. Cases arising not covered herein will 
l>e stated according to facts of record. 

Any pay or allowances that may have accrued during 
a previous enlistment cannot be paid by a quartermaster. 
but a claim for same must be made on the Auditor for the 
War Department. 

1<. Abssncs. (a) In hands of civil authorities.— In 
hands CAuth fr Jan 10 to Feb.SA«. convicted (acquitted, re- 
leased on bail, or released without trial). 

(b) Without leave.— Awol Jan 10 to 16/K. 

(1) Absence In the hands of civil authorities or without 
leave will be stated by dates of departure and return as 
above. The day of departure is a day of absence and day 
of return Is a day of duty, without regard to hours, in case 
of enlisted men absent without leave or in hands of civil 
authorities. For example, "Awol Jan 10 to 16/16." Is an 
absence of Ave days. January 10 the day the soldier left 
post being a day of absence and January 16 the day he 
returned to post l>eing considered a day of duty. Hours of 
departure and return will not be stated. An absence of less 
than 24 hours will not be entered on the pay roll. 

(c) Sick, not m line of duty. G. O. SI. 1912. and 45. 
1914.— Sick, not LDQO Sl/12 and 46/14. Jan 1 to 15/10. inc. 

(1) O. O. 81. 1912. requires the Inclusive dates sick to 
be stated as distlngufshed from the method of stating ab- 
sence without leave Indicated above. In deducting pay for 
time sick, quartermasters will treat the dates given as in- 
clusive whether stated so or not. 

19. Allotments, (a) Commencement. — A lot $12 per mo 
for 20 mos fr Jan 1/16 to Aug 81/17. 

(1) Allotments should begin with the first day of a 
month, except that no allotment will begin prior to date of 
current enlistment. 

(2) An allotment should be entered on the pay roll for 
the month in which It commences without waiting for any 
report from the Quartermastcr-Gtenetal that the allotment 
papers have been received. 

(8) A soldier should not l>e allowed to allot his entire 
monthly pay. except for good reasons warranting such ac- 
tion, so that he may have at least a small balance due him 
each month to meet unforseen indebtedness. 

(b> Discontinuance. — (1) Alot $12 per mo for 20 mos fr ' 
Jan 1/10; almt discontd with Apr 30/17. letter QMO Apr 
15/17. 

(2) Almt of 112 per mo for 20 mos fr Jan 1/16, collected 
to Aug 81/17. discontd with May 31/17. letter QMO June 
15/17. Due Sol $36 deducted for almt for June, July, and 
Aug/17. 

(3) Discontinuances close on the last day of the month, 
unless a soldier deserts, severs his connection from active 
duty with the Army, or the allotment is discontinued be- 
fore the end of the period of allotment. In all such cases 
bis commanding officer will make immediate report direct 
to the Quartermaster-Oeneral. as required by Army Regu- 
lation 1850. stating the date to which the allotment has been 
collected, and in case of desertion, discharge, furlough to the 
reserve, death, etc., the date thereof. 

(4) An allotment should not be entered on pay rolls sub- 
sequent to the expiration of the period for which the allot- 
ment was originally made, except when necessary to secure 
deduction or collection of the allotment for a month or 
months within such period yet due. 

2D. Appointments, (a) Aptd Sgt fr Corp R O 10 Jan 
15A«. 

(b) Aptd 1st Sgt fr Sgt O 5 Jan/10-16. 

(c) Aptd Clk f r Pvt O 6 Jan 10/16. 

(d) Aptd Corp fr Pvt O 7 Jan 20/16. under AR 276. the 
0> being absent from Regtl Hq (or AR 256 or 271, with 
statement that the company or battalion Is serving away 
from regimental headquarters). 



21. Appointments Continued In Force, (a) Disch Jan 
5/16 wrnt as Sgt contd. 

(b) Disch Jan 4/16 wrnt as Sgt and apmt as Ist Sgt 
contd. 

(c) Disch Jan 5/16 apmt as Ck contd. 

(d) Warrants and appointments may be continued only 
when reenllstment Is accomplished within 20 days after dis- 
charge. 

22. Bonus for First Reenllstment. (a) Due Sol bonus 
for reenl. Former service: Enl Jan 3/13; disch in US (give 
l-eason) Jan 2/17 from Co A Ist Inf as Pvt 1st enl period; 

' SbO at date of disch drawing 35c per day ED pay. 

(b) Reason for discharge must always be stated. 

23. Certificate of Merit, (a) When awarded In current 
enlistment. — On first roll and all subsequent rolls until first 
payment: C of M fr Jan 5/16 (giving date of meritorious 
service, not date of order promulgating same). On subse- 
quent rolls: C of M. 

(b) When awarded in previous enlistment.--On first roll 
and on all subsequent rolls until first payment: C of M fr 
Jan 10/10; pay due for same fr enl. On subsequent rolls: 
C of M. 

24. Damage to Private Property, (a) Due Harvey J. 
Thompson. LiSke (^ty, Mflnn., under 54th AW $8.66 for dam- 
age to private iMH>perty per approved finding board of 
officers. 

25. Desertion, (a) When within six months of enlist- 
ment a soldier deserts. Is discharged, or furloughed to the 
reserve under the circumstances named in section (c) of 
paragraph 18 above, the monev value of clothing drawn 
since enlistment will be stated In remarks on the pay roll. 
In addition to the balance due the United States or the 
soldier. Also in such cases the remarks will show tho 
amount due post exchanges, company, fund, etc. 

(b) Simply desertion.— -Deserted at Ft .fay N Y Jan 
10/16. Due US at date of desertion. Ord $1.52, C&GE $1.75: 
due Sol CHo $10; money value of clo drawn since enl tZ^ 
(having deserted In first six months of enlistment); due PE 
Ft Jay N Y $8. Last pd to Dec 31/15 by Capt Howard. 
Awol during current enlistment Jan 5 to 8/16 (or No awol). 

(c) Acquittal.— Deserted at Ft .lav N Y Aug 10/15. Sur- 
rendered at Ft Sheridan 111 Aug 30/15. Tried for desertion 
and acquitted GCMO 60 C Dept Oct 5/15. Last pd to June 
30/15 by MaJ. Howard. 

(d) Not guilty of desertion, but guilty of absence with- 
out leave. — Deserted at Ft Sheridan 111 Oct 10/15. Appre- 
hended by C Auth and delivered at Madison Bk« N Y Jan 
6/16. Tried, found guilty of awol only and sentd to forfeit 
2/8 of his pay per mo for 2 mos (3CMO 70 B Dept Feb 1/16. 
Last pd to Sep 80/15 by Capt Smith. 

(e) Sentence of desertion not involving dishonorable dis- 
charge. — Deserted at Ft Missoula Mont Junp 5/15. Appre- 
hended bv C Auth and delivered at Ft McPherBon Ga Jan 
10/16. $50 reward pd for Roprehen.slon and d«llver\'. Duo 
T^S at date of desertion: Clo $10.60: PE Ft MIssouIa Mont 
$5: due sol for deps $10. (In case Foldier deserts after six 
months from enlistment, ststement of monev value of cloth- 
ing drawn at date of desertion not required.) Convicted of 
desertion and sentenced to be confined at hard labor for 6 
mns and forfeit 2/3 of his oav oer mo for like nerlofl GCJMO 
150 E Dept Apr 5/16. Last pd to May 31/15 by Maj. Howard. 

(f) Sentence of desertion Involving dishonorable dis- 
charge. — Deserted at Ft Jav N Y Feb 5/16. Aporehended by 
C Auth and delivered at Ft Sheridan 111 Feb 27/16; $50 re- 
ward nd for aporehension and delivery. Due ITS at date of 
desertion: Clo $10; money value of clo drawn to date of de- 
sertion $35 (having deserted in first six months of enlist- 
ment). Clo drawn since apprehension $2 (or no clo drawn 
since apprehension): due PE Ft Jay N Y $3. Convicted of 
desertion and sentd to be dishonorably disch forfeiting all 
pay and allowances due and to be confined at hard labor for 
two years GCMO 36 C Pent Apr 3/16. Dishonorablv dlsc*^ 
»t Ft Sheridan 111 Apr 5/16. Last pd to .Tan 31/16 by Capt 
Taylor. 

(g) Restoration to duty without trial.— Deserted at Ft. 
Snelling Minn Jan 20/16. Surrendered at Vancouver Hks 
Wash Feb 5/16. Restored to duty without trial SO 64 West 
Dept Mch 6/16. Due US at date of desertion: Clo $10.50, 
PE Ft Missoula Mont $5; due sol for deps $10. (In case 
soldier deserts six months from enlistment, statement of 
money value of clothing drawn at date of desertion not re- 
quired. Last pd to Dec 31/15 by Capt Hood. 

(h) Removal of charge of desertion. — Deserted .Tan 12/16. 
Surrendered to military control Feb 10/16. Charge of deser- 
tion removed as erroneously made nar 5 SO 30 E Dept Feb 
15/16. ^wol Jan 12 to Feb 10/16. Last pd to Dec 31/15 by 
Maj Jones. 

26. Diseharoe, or Furlough to the Reserve. (See sec. 
(a) par. 25, above.) (a) Honorable.— Honorably disch (or 
furloughed to the reserve) Jan 6/15 per (give reason). 

(1) In case of retention in active service to make good 
time lost, or for other reason, the reason for retention must 
be stated. Thus: Held to make good time lost by awol fr 
Jan 2 to 10/16. 

(b) Discharge.— Disch Mch 4/16 by reason of Imprison- 
ment under sentence of a civil court par 6 SO 45 WD 
Feb 26/16. 
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(c) Dishonorable, for offenses other than desertion.— 
Dishonorably dlsch at Ft Sam Houston Tex Mch 5/16, for- 
feiting all pay and allowances due GCMO 110 8 Dept Mch 
1/16. Due Sol: Deps $150 Clo $16. D&FS for deps given. 
Last pd to Jan SlA6 by Capt Smith. 

^nJJ^^ ^" surgeon's certificate of dIsabllity.—Dlsch Jan 
12/16 on SCD par 5 SO 7 WD Jan 10/16. 

«^ I®L^ purchase.— Dlsch Jan 10/16 by purchase par 2 
SO 3 C Dept Jan 4/16. (See G. O. 31. W. D.. 1914.) 

«r ^J) ^- account of a dependent parent (see G. O. 31, 
W. D., 1914).— Dlsch Jan 25/16 on account of a dependent 
parent par 5 SO 20 WD Jan 24/16. 

27. Extra Duty. (See G. O. 59, W. D., 
Jan 1 to 31/16 26 dayg worked 1 holiday. 



1915). (a) SbO 



i 1, ^i?i ^^^ ^*" ^ *° ^^/*^ 31 days worked 5 Sundays and 
1 noiiaay. 

(o) Clerk office C Def Art Bngr Jan 1 to 31A6 26 days 
worked 1 holiday. 

28. Foreign Service, (a) Left US for PI Jan 5/16. 

(b) Arrived In TJS from Alaska Jan 10/16. 

•TTo ^J^^ Foreign service Increase begins on date of leaving 
ttS u *u ^1*1*^ service and continues to date of return to 
US, both dates inclusive. 

/-. S: S"""**;^*. ''**•** Positions and Marksmanship Pay. 
.fa) Pay due soldier under these headings will be entered as 
the first remark on pay roll. 

,S^1 Pe^narks should he entered on thp pay rolls as pre- 
scribed by paragraphs 1343, 1344, and 1345, A. R. 

T ??i Overpayment, (a) Due US S5 overpaid as BR for 
Jan/16 on Vou 200 of Capt Doe for Feb/16. 

(b) The nature of an overpayment must always bo 
stated. 

31. Quartermaster Supplies, (a) Due US Clo $6.50. 

(b) Due US C&GB 11.25. 

(c) Due RS 60c. 

32. Reductions, (a) Rd fr Ist Sgt to Sgt O 6 Jan 19/16. 
(h) Rd fr Sgt to Pvt RO 10 Jan 13/16 O reed sd. 

(c) Rd fr Ck to Pvt O 7 Jan 12/16. 

(d) Rd fr Corp to P\t SC Jan 6/16. 

(e) Rd fr Sgt to Pvt and to forfeit 2/3 of his pav per mo 
for 2 mos GCMO 150 R Dept Mch 2/16. 



33. Retirement. 
Jan 24/16. 



Retired Jan 25/16 par 1 SO 20 WD 



34. Sentences, (a) Forfeit 3 days pav SC Jan 5/16. 
fDate of approval by post commander.) 

(b) To be confined for 3 mos and to forfeit 2/3 of his 
nav T>er mo for a like period GCMO 50 B Dept Mch 2/16. 
$20 deducted for Fed and Mch on Mch/16 roll. TTnexecuted 
portion of sent remitted SO 55 B Dept Apr 5/16. 

^c) In a case where the full p mount of the sentenc** has 
not been deducted, the sum alrpadv stopped should be shown 
on next roll. 

35. Subsistence Charges. (a) All charges entered 
against enllstr^d men on account of subsistence must be 
concisely noted. 

rb) Due US credit scales Sub/16 $1.50. 

(c) Due TTS refundment of 8ub/16 $3. 

fd) Due US Increased cost of rations Sub/16 $1.25. 

(e) Due US com of rations $3 furnished by Capt Doe Ft 
Myer Va June 5/16. 

36. Transfer. ra> Transferred to 24th Tnf .Tan 20/16 pr 
1 SO 10 WD Jan 15/16. (TTnder loss, transferred.) 

(b) Transferred as Sgt fr Sgt Co B this Regt RO 7 
.Tan 25/16. 

(c) Transferred as Pvt fr Sgt Co R this Regt RO 8 Jan 
27/16. O reed at station of Sol Jan 30/16. 

fd) Date of receipt of order at station where soldier Is 
serving ^^ the date the transfer takes effect. If the transfer 
of a soldier from one organization to another rhangea hi.** 
rate of pav, the date of receipt of the order at the post 
where he is serving must always be shown. 

37. Transportation. Due Us $20 for trans fr New York 
City to Ft Snelllng Minn furnished bv Capt Doe QM T/R 
No 7565 Feb 1/16. 

38. Authorized Abbreviations. The following ahbrovia- 
tions cover most of the names, grades, or terms commonly 
used In the preparation of pay rolls, and under no circum- 
stances will any other abbreviations be used for those stated 
below: 

Branches of the service: 

Cavalry — Cav 
Coast Artillery— CA 
Dental Corps — DC 
Bngineers — Engrs 
Field Artillery— FA 
Infantry— Inf 



Medical Corps— MC 

Special Orders, Post— SOP 

Troop Orders — O 

Verbal Orders. Battery Commander— VOBC 

Medical Department — ^Med Dept 

Medical Reserve Corps^MRC 

Ordnance Department— Ord Dept 

Philippine Scouts— PS 

Porto Rico Regiment of Infantry— PRRI 

Quartermaster Corps- QMC 

Signal Corps— SIg Cps 

Veterinary Corps — ^VC 

Departments, etc. : 

Eastern Department— E Dept 
Central Department — C Dept 
Hawaiian Department— H Dept 
Philippine Department— P Dept 
Southern Department — S Dept 
Western Department — ^West Dept 
War Department— WD 
Coast Defense — C Def 
District— Dist 
Divisions — Div 

Grades, etc.: 
Company — 

Artificer — Art 

Chief Mechanic— Ch Mec 

Cook— Ck 

Corporal — Corp 

Farrier — Far 

First Sergeant— Ist Sgt 

Horseshoer — Ha 

Mechanic — Mec 

Mess Sergeant — Mess Sgt 

Musician — Mus 

Private — Pvt 

Private, first class— pN't Icl 

Saddler— Sad 

Sergeant— Sgt 

Sergeant Major— Sgt MaJ 

Stable Sergeant— Stab Sgt 
' Supply Sergeant— Sup Sgt 

Wagoner — ^Wag 

Battalion, Squadron, and Regimental- 
Battalion (Squadron) Supply Sergeant— Bn (Sq) Sup 

Sgt 
Battalion (Squadron) Sergeant MaJo^>-Bn (Sq) Sgt 

Maj 
Color Sergeant-— Col Sgt 
Regimental Sbpply Sergeant— Regtl Sup Sgt 
Regimental Sergeant Major— Regtl Sgt Maj 

Miscellaneous-^ 

Assistant Bngineer— Asst Engr 

Casemate Electrician- Cm Blec 

Chief Loader-^CJh Load 

cnilef Planter — Ch Plan 

Coxswain — Coxn 

Electrician Sergeant, first class— Elec Sgt Icl 

Electrician Sergeant, second class— Elec Sgt 2cl 

Engineer — ^Engr 

Expert Rifleman— ER 

Fireman — F^ 

First-class Gunner — Icl Gun 

First -claas Sergeant— Icl Sgt 

Gun Commander — Gn Comdr 

Gun Polnteiv-Gn Ptr 

Hospital Sergeant— Hosp Sgt 

Marksman — Mm 

Master EHectrlclan — Mr Elec 

Master Engineer, junior grade — ^Mr ESngr jr gr 

Master Engineer, senior grade — ^Mr Engr sr ur 

Master Gunner — Mr Gun 

Master Hospital Sergeant — ^Mr Hosp Sgt 

Master Signal Electrician— Mr Sig Elec 

Observer, first class — Obs Icl 

Observer, second class— Obs 2cl 

Plotter— Plot 

Quartermaster Sergeant — QM Sgt 

Quartermaster Sergeant, senior grade — QM Sgtsr&r 

Second-class Gunner — 2c1 Gun 

Sergeant Major, senior grade— Sgt Maj sr gr 

Sergeant Major, junior grade — Sgt Maj Jr rt 

Sergeant, first-class — Sgt Icl 

Sharpshooter — Ss 

Months: 

January — Jan 
February — Feb 
March — ^Mch 
April— Apr 
August — Aug 
September — Sep 
October— Oct 
November — Nov 
December — Dec 



Orders: 



Battery orders — O 

Company orders — O 

Current Series — Cs 

Field Orders — FO 

General Orders — GO 

(General Orders, Coast Defenses — GO C Def 

General Orders. Post— GOP 

Regimental Ordera— RO 

Special Orders — SO 

Special Orders, Coast Defenses— BO C Def 



'56- 



Verbal Orders* Company Commander— VOCC 
Verbal Orders. Post Commander— VOPC 
Verbal Orders. Reirlmental Commander — ^VORC 
Verbal Orders, Troop Commander — ^VOTC 

Orcanixatlons: 

Battalion— Bn 

Battery— Btry 

Company — Co 

Headquarters Company — ^Hq Co 

Machine Oun Company— MO Co 

Noncommissioned Staff — NC8 

Noncommissioned Staff. Coast Artillery— N CSC A 

Post Noncommissioned Staff— PNCS 

Regiment — Regt 

Squadron— Sq 

Supply Company — Sup Co 

Troop — Tr 

Titles, designations, and of fleers: 
Adjutant General— AG 
Adjutant General's Offlce— AGO 
Captain— Capt 
Colonal— Col 
Lieutenant— Lt 
Lieutenant Colonel— lA Col 
MaJoi^MaJ 
Quartermastei^-QM 
Quartermaster General — QMG 
Quartermaster General's Office— QMGO 
Tha Adjutant General. U. 8. Army— AGA 

Miscellaneous: 

Absent without leave— awol 

Allotted— Alot 

Allotment — ^Almt 

Appointed— Aptd 

Appointment — ^Apm t 

ArUde of Wai^AW 

ArtiUery District— ADist 

Assistant- Asst 

Barracks— Bks 

C«nt(s)— 

CerUflcate of Merit— CofM 

ClTil authorities, in hands of— In hands CAuth 

Classification— Class 

Clothing— Clo 

Clothing and garrison equipage— CAGE 

Commanding— Comdg 

Commutation— Com 

Continued— Contd 

Descriptiva List— DL. 

Department— Dept 

Deposits— Deps 

Detached senrice— D8 

Detachment— >Det 

Dlschaisa— Disch 

Dischargad— Disch 

DtscontinuM— Dtscon td 



Enlistment— Enl 
Extra duty— ED 

filzplration of term of service — ETS 
Port- Ft 
From— fr 

Garrison court-martial — Gar CM 
General court-martial — GCM 
Hawaiian Islands— HI 
Headquarters— Hq 
Hospital— Hosp 
InduslTe — ^Inc 
Indorsement — ^Ind 
Line of duty— LD 
Month (s)— mo (8) 
Ordnance— Ord 

Panama Canal Zone— Pan CZ 
Paid— Pd 
Paragraph— Par 
Philippine Islands— PI 
Post Exchange— PB 
Poat Hospital— PH 
Post laundry— PL 
Qualification— Qual 
Quarters— Qrs 
Reappointed— Reaptd 
Reduced— Rd 
Received — ^Reod 
Reenlistment — ^Raenl 
Regimental— Regtl 
Regular supplies— R8 
Relieved— Reld 
Requalified— Requal 
Same date— sd 

Sentence of summary court— Sent 8C 
Sentenced— Sentd 
Soldier— Sol . 

Special Court Martial— So CM 
Special duty — SD 
Submarine mine property— SMP 
Subsistence— Sub 
Summary court — 8C. 
Surgeon's certificate of disability— SCO 
Switchboard operator— SbO 
Transportation— Tra ns 
Transportation Request — TR 
United SUtes— US 
United SUtes Army— USA 
Voucher— Vou 
Warrant— Wmt 
(2482290— A. G. O.) 

By order of the Secretary of War: 

H. L. SCOTT. 
Major General. Chief of Staff. 
Official: 

H. P. McCain. 

The Adjutant General. 



FACSIMILES OP THE PAY ROLL FORMS 
ARE SHOWN OX THE FOLLOWING PAGES 



, 191... 

(SUtion) (Dtte) 

I certify that this roll is made out as required by Army 
Regulations, and that the entries opposite each name are 
correct and Just. Except as otherwise stated in "Remarks/* 
each man whose name appears on this pay roll was last 

paid to , 191,.. 

by , QM, USA. 

(1) Oommandlog OrfAnlsation. 
191... 

(DfttA) 

I certify that I have this day mustered this organisation, 
and find all present and absent are accounted for on this 
roll as required by Army Regulations. 

• •.....•.•••.•..• ••• ..••• 

(2) iMpecttnt and Moiterinc Officer. 



I certify that I witnessed the payment of thla roll s 
that prior to the signing of this certificate each man 
ceived the amount set opposite his name, with the except 
of those men marked "Not paid." 



(8) OommAiidliif OtsmiDlndaB. 

NOnfr—Thia certificate to be eiffoed oolj on the copy of tlM per 
which been ■Isnatarea of the men for pajment In caah. 

I certify that this roll is a true copy of the roll oi 
which payment, witnessed by me, was made, excepting 
to the signatures in the receipt column and the certifla 
as to witnessing the payment thereof. 



(4) 

NOn^Thia certificate to be algned onlj on the copj of the roll 
receipted, and which conatltntea the qnartennaater'a retained Tooeb«r. 



I 

I 



is 



2 



> 

e. 



§ 

a 

I 












A4 






% 



S I 



I 



•a 

J 



£. 



04 






i 

i 



t 
g 



£ 



a 
w 

o 
-I 
o 

IL 

ttl 

a 

o 



O 

fiC 



(6) Post Exchange collections hereon paid by checks 

dated -. , as follows: 

Ft I No 

on 
Ft. 
on 
Ft. 
on 
Ft 
on 
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...., No 






1 


No 


1 


,,.,, No 





(7) Post Laundry collections hereon paid by ehl 

dated as foU4 

Ft I No 

on 

Ft I No 

on , 

Ft , I , No 

on , 

Ft , I .No 

on -. 
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PAY ROLL OP from 1»1...., to IW.... 

(Ortututloa) (Bcglincnt or Coqw) 



NAMES. PRK8BNT AND ABSENT. AND RANK 


WHEN ENLISTED 




■■MASKS 
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(THESE OOLDMNS ARE FOB U«B OF 


(FOB USE BY ACCOUNTING 0FFIGBB8 AND. WHEN NBCBSSABY. Wi 
QUABTEBMASTBB ONLY) NOTATIONS BY QUABTEBMAaTEB AND WITNESSING OFFICBB) 


PWt 

Lanadir 


PWt 

EzdkuiKo 


AUotments 


Tbtal 
kmonnt Dvf 


Amount of 


Balance 
Paid 


BBCBIVED PAYMENT, IN CASH. OF 


— 


c. u 

Flaea 


Trana 
port'n 


a c 

* 

O. E 


Beg. 
Q. M 

Bnpa 


9ut» 




1 


1 
























(Not to b« al^ed in doplicate) 












- — 









— - 








-~ 


1 (1) 







- 


















2 





















3 
























, 





- - 


4 





-- 


- 












5 




-- 


-- - 


-- 




6 










- 






7 






















8 






! 






— 




- - 







9 







-- 


1 


_ 






_ 









10 







- - 


- - 




11 








12 












13 























- - 




— - 


14 




1 


- 











15 


1 

L 






- 








16 




- 















17 


























18 


- - 








19 


- -- 







- 


- 







20 


■ 









21 




-;; 




■ — 





- 




22 








- 


23 
















24 


















25 






1 


_ 



BEQUIBED 

Tou are Commanding Officer, Co. E, 15Ui Inf. stationed at Ft. Myer, Virginia. Tour organisation is to be 
paid for the month of March, 1917. Among your company are the following men: 

John Jones, 1st Sgt.. enlisted Jan. 1, 1917, 5th enl. 

Will Brown, Supply Sergeant, enlisted April 16, 1916. 2d enl. 

Ray Humphrey, Duty Sgt, enlisted June 4, 1916, 4th enl. 

Al Jennings, Cpl., enlisted Feb. 1, 1916, 1st enl. 

Henry Mann, Cpl., enlisted August 2, 1915, 2d enl. 

Paul Sindler, Pyt., enlisted Dec. 1, 1915, 6th enl. 

Private Sindler was tried by S. C. M. March 5, 1917, W. O. L. 96 A. W., and was sentenced "To have his 
pay detained for 10 days." Court martial proceedings approved March 6, 1917. 

Joseph Schultz, Pvt., 1st class, enlisted May 16, 1915, 3d enl. 

Robt Woods, Private, expert rifleman, Sept. 6, 1916, enlisted Aug. 13, 1916, 2d enl. 

Ray Miller, Pvt, enlisted November 1, 1915, 1st enl. 

Ray Miller deserted the services U. S. March 7, 1917. Due U. S. for Ord., $2.76; Clothing, $10.37; C. & 0. 
£.,$2.10; P. Exch., $15.00; Co. Fund, Co. E., 15th Infantry, $10.00. Last paid, February 28, 1917, by Major Early. 
Due soldier date of desertion: Stop., $10.00; detained pay 8. C. M., Jan. 20, 1917. 

Frank Thompson, Pvt., enlisted September 12, 1916, 1st enl. 

Private Thompson on March 2d, 1917, was taken to the hospital suffering from a serious venereal disease. 

Since February l, 1917, Sgt. Humphrey has been confined in the hospital with pneumonia, contracted in line 
of duty. 

Private Schultz, confined on March 26, 1917, sentenced to 60 days under 61 A. W. (Q. C. M. O. No. 82, B. D.. 
March 30. 1917). To be confined at hard labor under post guard for 60 days and to forfeit two-thirds of his pay 
per month for a like period. 

Private Woods, on March 15, 1917, was granted a month's furlough. 

Make out pay roll to cover. 
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NINTH LESSON 



FAIOLT ALLOWANCES, ALLOTMENTS, COMPENSATION AND INSURANCE. 



The Congress of the United States, by an Act approved October 6, 1917, took a vital and progres- 
sive step toward providing for the families and dependents of its Military and Naval arms. The Act 
itsplf is rather complicated. The Treasury Department of the United States, however, under the direc- 
ti n of which the provisions of the Act are administrated, has issued bulletins which have done much to 
rlarify many of the involved provisions thereof. To facilitate a full comprehension of the Act and to 
provide a thorough understanding for the use of the forms provided. Bulletin No. 2, issued by the 
Treasury Department, is reproduced. 



BvltotiB >•. t. 

iii gr o uTLnnt or famzlt aixowavoes, AixoxMSBm. oox. 

romATIOV. AJTO nWOTLAy OE FOK TBE MXLITA&T AVD VAVAL 
rOSCEB OF THB UllTED STATES PBOVIDED UVDEB AOT OF 
C0V0RZI8 AFFKOVZD OCTOBEB 6. 1917. 

v.', art nt ConffrcM approred October 6. 1917, tbe United States makefl 
iio..T|«{,>na for tbe families and dependents of tbe members of Its 

' '^ »n<! naral forces. 

i* - ' il title of the law, which Is sometimes referred to as the sol- 
-^ m-l ««lIors iDsarsDce Isw. Is "An set to amend an act entitled *An 
' > AutLorlse tbe establishment of a Bnrean of War-Blsk Inaarance 
!•■• Tressory Departmeot.' " 

T*ii« Uw proTides. In brief, the followlnc: 

1 For tbe support, dorlnf tbe war, of the families snd dependents 
' •'M«t*d men. 

I AllDtasato of Faj.-— Certain proportions of pay are to be wlth- 
■ *'^•n^ tbe roan and paid dlroctlj to the family or dependents, or for 

'it"-, or for other purposes. Allotment or deposit of one-half of pay 
' »« rf«inir«d In all cases. 

ti . ramUy All«waBOSs.~In addition to all allotments of psy by the 
t. th4» I'nited States wilt pay monthly allowances to wife, children. 
} <^rtiio depcBdeota. 

: Fnr the protection of officers snd enlisted men snd their depend- 
-'* 'mm tbe hssards of injury, dtsesse. and desth. 

•■ > CsmpsBsatlaa. — Monthly payments, for disability and death doe 

• ."iry and disease tucorred In tbe line of duty. 

.(, lBS«fmMS.— ProTlded by tbe United States upon application and 
' '"Tit nf pmniam. without medical examination, airalnst total per- 

• r* dlMhllity and death. The premlam will be at normal peace 
•'-1 wttboQt loadlnf. and tbe United Statea will bear tbe extra cost due 

' ^-tr ■crrice. ProTlston Is msde for tbe continuation of the insurance 
' l^Tlnf tbe senrlce. 



MILITARY AND NAVAL PAY DEPOSIT FUND (SBC. 21. )• 

for deposit of allotments 
compoaoded semi- 



I •rparatc fond created in tbe Treasury, 
,*'< ff< the benedt of the men tbemselTes. 
T»** deposiU to receire 4 per cent Interest, 



...» 84>rretary of War and tbe Secretary of tbe Nary may require 
"▼ »nll«ted man to deposit in thia fund jtocb proportion of blK 
^ •! otherwise allotted, as will, added to the compnlnory allotmont. 
»: <fb^.haif pay. 

r'lTlNITfONS rOR THE PURrOSE OK THK ACT (SEC. 22>. 

"Mintary or aaral forces*' means tbe Army, the Nary, the Marine 
vt tf.o Coast Ooard. the Naral ReserTes. the Nntlonal Naral Volnn 
« «Q«1 any other branch of the Unltod .States serricc while serrins 

• • r.t tA taw with tbe Army or the Nary. 

• iumtmlooed ofBcer" inclodes n warrant officer, but Includes only 
" T in sctlre aerrice. 
M'n" or "enlisted msn" mesns pen«nn. mate or femnle. In sctlr** 
- In the milltsry or naral forces of tlm I'nlte<l Stnten. and In- 
• •». ri«sT>nBil«siooed and petty offlrers and njombcm of traiDlnir camps* 

rj" iaclodes disease. 
l'*- ' mesns the pay for serrlre In the t^n'ted Statea nccordlnjc ♦*> 
•• r,.l ti^mcth of serrlee. excludiufr all allowances. 

■ M * la limited to an nnroarrled person either under 1^ years 
««" ♦* Inrompetest. and includes, under certain conditions, a step 
-'!"(>(ed child, and Illegitimate child. 

'>'»nt" loctiidefl s parent, irrsndparent. and step-parent, either of 
•••-»..n In th« serrlee or of the sponse. 

l.r'.fher*' snd **aiater" Include brothers and slaters of the hnlf 
••t • M^ll as those of tbe whole Mood, stepbrothers and fttepsUters. 

* '• *' rt* and sisters tbronrh adoption. 

I * t'lrrsn on reqnest shall furnish Information to ami act for per- 

• n ^-rrlre w|th respect to Insunince as n»sy be prescritied by regu- 

•n«! majr on request keep records of pollclr*. conipanirs, etc. 

>• • •i.Tient prorlded for perjury or fraud. (Sees. 25-30. > 

ALLOTMENTS AND FAMILY ALLOWANCES. 
'4>'-ii#« to ««llatsd men, not to officers.) 

ALLOTMENT OP PAY (SEC. W)!). 

^' tmrot «f pay, eompalaory as to wife fdlrorced wife In c<»rtaln 

• '' ft'pulsnry as to child, roluntary as to other persons, 

*' «itf )y cnmpiilsory allotment ahall tie in an amount equal to family 
^ "•* berrlnafter iipe«*lfled. but not more than one-half (tay. or less 
'. 115. 

•Section referenrfs cite tbe sections of the Isw which sre here sum- 



Hie enlisted msn msy allot any proportion or amount of his pay In 
addition to the compulsory sllotment for such porposes and psr i OB s ss 
he may direct, aubject to ref^lationa. (Sec. 202.) 

Tbe Secretary of War and tbe Secretary of Nary may reqaire that 
any proportion of one-half pay which la not allotted shall be deposited 
in the military and naral pay deposit fond for the benefit of tbe msn. 
(Sec. 203.) 

Compulsory allotment may be walred on written conaent of wife, 
supported by eridence of her ability to support herself and children. 
(.Sec. 201.) 

Compulsory allotment may be excused for food csoso shown, subject 
to remilatlooa. (Sec. 2(M.) 



FAMILY ALTiOWANCE (SBC. 2(M). 

A family allowance not to exceed $50. in addition to pay allotted 
by tbe man. shall be paid by tbe TTnlted States. 

Family allowance sbsll be psid upon application, which may be 
made by tbe man. or made by or In behalf of the beneficiary. 

No family allowance shsU be msde for sny period preceding No- 
rember 1, 1917. 

ramlly allowance will be paid from the time of enlistment, but 
ceases one month sfter the termlnstlon of the wsr. or at the death In. 
or one month after dlscbarre from the serrlee. 

BEKEFICI ARIES ENTITLED TO FAMILY ALLOWANCE. AND 
.SCHEDULES. 

If the salittsd paisoa is a man: 

Clsss A. Wife, child, or children: 

(a) If there be a wife but no chili!. $15. 

(b) If there be a wife and one child. |23. 

(c) If there be a wife and two children, $.12..V). with $3 per 

month additional for each odd!tlonal child. 

(d) If there be no wife, but one child. $5. 

•(e> If there be no wife, but two chlhlren. fl2..'»0. 
(f) If there be no wife, but three chlhlren. t20. 
(b) If there be no wlf.«. but four chlhlren. frto. t^ith $.% por 

month additional for h ;>rl.llth>n.ii child. 

Class B. Grandchild, parent, brn'hcr. or hlkier: 

(a) If there be one parent, fio. 

(b) If there be two parents. t'*0. 

<f) for each grandchild, brother. Kl^ti-r. and ad«lltioual parent, $.%. 
If the snlistmaat person is a womsn: 
Class A. (None.) 
Class B. Child. irrand«'lilld. pnrei«t. I»r«»tlier or •*Mrr: 

(a) If there be one parent, fio. 

(b) If there be two pnrents. $20. 

(c) For each frandehlld. brother, cMer. and additioual parent. $5. 

(d) If there be oue child. |r>. 

(e) If there be two children. |12.r»0. 
(f) If there be three children. $2r>. 

(k) If there be four children. $in. wlMt V* per niontli additional 
for each additional child. 
Family allowances for Class A fdnill lie paid only If and while a 
CMDipulsory allotment is made to a memtter or nirn^fMr^ of snch class 
(Sec. 20C.) 

Family allowances to memlwrH of nnh» B shnll be paid only If and 
while the meml^er is de|ienden( In w hnli* or in part on tbe enlisted 
man. and only If and while an allot mont of pay Is msde lo a memt>er 
or nienib«-ra of aucb clnss. (Sec. 2<s».i 

The total monthly allowamv to lM>netlciarle« of (*laK« R added to 
the enllHted man's monthly jillotmont to tli« ni vhall not exceed tlie 
arerttire sum habitually contrlhitled Uy hini to ihclr support monthly. 

The conimlssinner after Invent Irs tlon •«! .'II m.ike an award, on 
Mlilch the amount of allotments nhnll \w determined. 

Tlie comm'.ssloner ^hsll Iuitc contlnulnic Jutlndlcilon OTer his awards. 

The amonnt of each monthlr allotment and all«munce shall tie de 
termlned according to the n»ndltion» then exl«»tlnc. (S«»c. 210.) 



COMPENSATION FOR DEATH OR DISABILITY (SEC, 300.) 

Compensation Is parable to offtc.»r«» and enlisted men and to mem- 
iH-rs of the .Krmy Nurse Corps or of the Nary Nurse Ootvm when em 
pl«Oed in actire aerrice under the War and Nary I>«>partment. 

C«»mpensBtirm shall b** payable for death or disability resulting from 
personal injury suffered or dl^as^ contracted In line of doty, onlsss 
cau«e<l by the pernon'a own willful misconduct. 

Tlie cost of eompensatlOQ shall be paid by tbe Cnlted States «IOi 
out contrltiutlons from the persoos protected. 
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COMPENSATION IN CASK OF DEATH (SBC. 301.) 
Tb rtunOy. 

Tbe only peraons entitled to recoWe compensation in case of death 
are the widow, ohfldnn and dependent widowed mother of the deceased. 

The monthly ram* payable In each case are stated and are not based 
upon tbe pay of the deceased. 

(a) For a widow alone, $25. 

(b) For a widow and one child, $36. 

(c) For a widow and two children, $47.50, with $5 for each addi- 

tional child np to two. 

(d) If there be no widow, then for one child, $20. 

(e) For two chUdren, $80. 

(f) For three children, $40. with $5 for each additional child np 

to two. 
(g) For a widowed mother. $20. The amoant payable under this 
anbdirlsion shall not be greater than a anm which, when 
added to the total amoant payable to tbe widow and chil- 
dren, doee not exceed $75. 
Compensation to a widow or widowed mother shall continue until 
death or remarriage. 

Compensation to a child shall cease at the age of 18, or at mar- 
riage, anlesa the child is Incompetent. 



FUNERAL ALLOWANCE. 
The United States shall pay burial expenses not to exceed $100. 
COMPENSATION IN CASE OF TOTAL DISABILITY (SBC. 302.) 

Daring the contlnaance of total disability, monthly compensation 
shall be paid to tbe injured person. 

The amoonta payable monthly are stated In this section; they are 
not baaed upon the pay of tbe injured person. 

(a) If he has neither wife nor child living. $80. 

(b) If he has a wife but no child llring, $46. 

(c) If he has a wife and one child IWlng. $66. 

(d) If he has a wife and two children llTlng, $65. 

(e) If he has a wife and three chUdren llrlng, $75. 

(f ) If be has no wife but one child llTlng, $40, with $10 for each 

additional child up to two. 
(g) If he has a widowed mother dependent upon- him for support, 

then, in addition to the abore amoanta, $10. 
TV> an injured person who is totally disabled and in addition so 
helpless as to be in constant need of a nurse or attendant, such addi- 
tional sum shall be paid, but not exceeding $20 per month, as tbe 
director may deem reasonable. 

For certain specified conditions, or If the injured person is perma- 
nently bedridden, $100 monthly compensation is provided. (But no al- 
lowance for a nurse shall be made.) 



COMPENSATION IN CASE OF PARTIAL DISABILITY. 

The amount of compensation in case of partial disability is a per- 
centage of tbe compensation provided in case of total disability. 

The percentage is equal to the reduction in earning capacity result- 
ing from the injury. 

A schedule of disability ratings shall bo adopted, based upon aver- 
age impairments of earning capacity in civil occupations resulting from 
specific injuries of a permanent nature. 



PROVISIONS RELATING TO DISABILITY. 

In addition to compensation tbe United States shall furniab medical, 
surgical, and hospital services, and supplies. 

Provision Is made for frequent examinations of the disabled. 

Every person In receipt of compensation sliall submit to reasonable 
treatment. (Sec. 303.) 

Coarses of rehabilitation and reeducation may be provided by the 
United States. If the following of snob a course prevents the injured 
person from earning a living lie must (under penalty of suspension of 
compensation daring refusal) enlist in tlie service, in which case be 
receives full pay and his family receives allowancea and allotments as 
nbove provided, in lieu of compensation while tbe course continues. 
(Sec. 30i.) 

The bureau has continuing jurisdiction over compensation cases. 
(See. 305.) 



CONDITIONS GOVERNING COMPENSATION. 

Death or disability, to be compensable, must occur while in tlie 
service or within one year after discharge or resignation. 

Except that. If the injured person, within one year after Ipaviiig 
the service, shall undergo a medical examination and obtain a certifi- 
cate that lie is suffering from an injury likely to cause death or dis- 
Hlilllty, compensation shall be payable whenever death or disability 
resulting from such Injury occurs. (Sec. 306.) 

Compensation shall not be payable for death in the course of the 
ser^'lce until the death be officially recorded in the department under 
which the person may be serving. 

No compensation shall be payable for a period in which the man 
liRB Ix'en reported missing and a family allowance has been paid 
for biro. (Sec. 307.) 

Death Infilcted as a punishment for a crime or military offense is 
not compensable unless it la Inflicted by the enemy. 

Dishonorable discbarge Is a bar to any compensation. (Sec. 306.) 

Compensation is not assignable and is exempt from attachment, 
execution, and from all taxation. (Sec. 311.) 

Compensation shall not be paid while tbe person Is In receipt of 
service or retirement pay. 

Except as rights have heretofore accrued, existing laws providing 
payments in the event of death in the service and existing pension 



laws shall not be applicable to i)ersonii now or hereafter la tbe »<?rvlc. 
Compensation to memlxTs of the Army Nurse CJorps or of tlje N«^J 
Nurse Corps is In lieu of compensation under the act of 8eptoixib»'r «. 
1016. (Sec. 312.) 



WHEN CLAIM MUST BE PILED. 

In case of disability, claim must be filed within five years aft**r 
discharge or resignation from the service; or, if the disability ot'cnr 
after leaving tbe service, Tcitbin five years after tbe begiuaing ft 
disability.* 

In case of death during the service, tlie claim must Im filed witLiu 
five years after the death is officially recorded in the depart uit»nt 1'- 
which the person is serving. 

In case of death after discharge or resigns (ion from the service, tii^ 
claim must be filed within five years after death. (Sec. 309.) 

No compensation shall be payable for any period more tban tn« 
yeara prior to the date of claim. (Sec. 310.) 



INSURANCE. 

Insurance against death or total permanent disability is provlilcd l>> 
the United States and made available to every officer and enlisted mao 
and to menilNTN of the Army Nurse Oirpa and Navy Nurse Cori»s wheu 
employed in active service under the Wor and Navy Departments*. 

Insurnm-e must be in multiples of $500 and not leas than fl.OfJO "r 
more than $10,000. 

Insurance must be granted npon application to, and payment »' 
premium to, tho bureau. 

Insurance must be granted without medical examination. (Sec. 4nn. i 

Insurance must be applied for within 120 days after enlistment awl 
before discharge or resignation from the service. 

Persona who are in active service at the time of the publication of 
terms and conditions may apply at any time within 120 daya tlien* 
after, while in service. (Tills iierlod expires February 12, 1918.) 



AUTOMATIC INSURANCE. 

Any person in active service on or after tbe 6th of April, 1917. 1* 
insured automatically until February 12, 1018, unless he has applied f'T 
Insurance to take effect at an earlier date. 

The protection thus given is against death and against total perma 
nent disability occurring, while in active service, from April G. 11>17. 
to February 12, 1918, inclusive. 

If tbe insured person die. withoot having become so disabled, darln;; 
the period stated, monthly Installments of $25 each will be paid hi* 
wife, child, or widowed mother. These InBtallments are payable to (b«' 
wife during her widowhood or to the child or widowed mother whil*^ 
they survive him, but not more than 240 installments shall be so paid. 

If the insured person becomes totally and permanently disabled dur- 
ing the period stated he will receive an income payable in monthly Sn 
stallments of $25 each during disability. If be die, like Installmenr^ 
are payable to the wife during her widowhood or to the child or whl 
owed mother while they survive him, but not more tban MO Install 
nients. less the number of installments that may have been paid to tlio 
Insured while disabled shall be paid. (Sec. 401.) 



INSURANCE DETAILS. 

Insurance shall not be assignable or subject to claims of creditors ot 
the insured or of the beneficiaries. 

Insurance shall be payable only to n wife or husband, child, f^rand 
dilld, parent, brother, or sister of tbe injured or to himself. (Auto 
matic insurance Is payable only to a wife, child, or widowed mother.) 

Insurance shall be payable in 240 montlily installments, except that 
In the case of total permanent disability monthly installments will t« 
continued throughout the duration of disability. 

Provision for endowment, continuous Installments, surrender valoos. 
dividends, etc., as may be reasonable, may be provided by regulation. 

The insured has the right to change the beneficisry wltboat con- 
sent, but only within tbe permitted class. 

If no beneficiary within the permitted class be designated 1»y tbe 
Insured, either in his lifetime or by his last will and tesUment, or if 
the designated beneficiary does not survive the insured, tbe insoranoe 
(or If any beneficiary survives the insured but does not receive sU th«' 
Installments, then the remaining Inntallments) shall be payable to sucli 
person or persons, within the permitted class of beneficiaries, as wonM 
under the laws of the State of the residence of the insured he entltlrtl 
to his personal property in case of intestacy. If no such person sur 
vlve the Insured, then there shull Ihj paid to the estate of the Insun-il 
an mount equal to the reserve value, if any, of the Insurance at tit- 
time of his death. (Sec. 402.) 

The United States shall bear the expense of administration ami tl><> 
eocenes mortality and disability cost resulting from haxards of ^ht. 

Premium rates shall be net rates, based upon the American Kx- 
perlence Table of MorUlity, and 3VJ! per cent interest. Such rates d" 
not include any provision for expenses. (Sec. 403.) 

During the period of the war and for five years thereafter. uule^«^ 
sooner converted, the Insurance shall be term insurance for 9Ucce«»lTP 
terms of one year each. 

For five years after the termination of the war the insured sliall 
have the right to convert this term Insurance Into any of the usual 
forms of Insurance at the net premium rate for such forms of Insuranc**. 

No medical examination can be required as a condition of convert- 
ing the insurance. 

Unless the privilege of conversion Is exercised the insurance can 
not l»e continued after the expiration of the five-year period. 

To carry out the privilege of conversion, ordinary life Insuraojv-. 
20- payment life insurance, endowment maturing at age 62, and other 
usual forms of Insurance shall be provided. 

Premiums shall not be required for more tban one month In ad 
vinice and may he deducted from the pay or depoalt of the insured. 



The form on which application for allotment and family allowance is made is set out here : 



ftCAr or WAK BISK IMSURANCB 
DlTtolM of 
VUItm«7 sad fimrml Inraruiee 
IB 



INFORMATION FOR ALLOTMENT OF PAY 

AND 
APPLICATION FOR FAMILY ALLOWANCE. 

THIS FORM MUST BE FILLED OUT IN TRIPLICATE 



Mr full name Is. 
Hr^ne address... 



(OlreD) 



(Middle) 



(LtBt 



(Rank and orKanisatioii) 



(No. and street or mral roote) 



(City, toirn. or post office) 



(State) 



Place and date of birth Age 

(City or toim) (State) (Day) (Month) (Tear) (Nearnt birthday) 

Ihate of last enlistment or entry into active service Pay in United States $ 



I hereby certify that the following-named persons and no other come within the class of my wife, former wife 
•iivorced, or child as defined in the Act and entitled thereunder to compulsory allotment, and that the information 
«*ated opposite their respective names is correct. (If as to any of these there is no person so related to you, write 
* None" in the name column.) ! 



f 


VAMB 

(Giv«n» (Middle) (ZAat mum) 


FOST-OFTIOB ADDRBB8 


DATE or BIBTK 


Bntar 

"Tea" 
er 

•ore" 


BBXABKS 


^<» -A^ 


Vo. and Street or Bnnl Boote 


City. TdwB. or Foot 
Offloo 


State 


Month 


Day 


Tear 


(VoUow 
laatraeUou) 


i 










• • 


• 








^lld.. 
















>M.. __ 
















tiJd. . _ 
















v:ij..l 
















^M.. _ 
















i.:w..;_ 
















ft«md' 
•th 










• • • 




•enlhiyhr order 
ofcewt 



















I hereby make voluntary allotments in addition to compulsory allotment, if any, as follows: 



tlflMl^ 




FOST-OFTICB ADDBBBS 


Anent of Xy Avorace 

Xenthly H^twU Oon- 
trihatioa Boeaaae of 


AMOTOT or ALLOT. 


t>M 


Vo^ and Street or Bnial Boute 


aty.Tewn.erPectOffict 


1 
■tato 


XBMT 












$ 










1 












1 

1 
















' 






1 





Upon the basis of the foregoing information, which I hereby certify to be correct, I hereby apply for allowancefl for 
•h^ following-named persons whose relationship and dependency are fully described above: 



' '♦nl at (on board) 

* ' day of 191.. 

'*.'o<^ed by: 

Rank 

Commaiidiiig. . . ♦ 

Author's Nete:*^fflc«rs do not use this form; only enlisted men. 



Sign here. 



(Bank or ratios) 



(Organlaatloa) 



The following form is not prescribed, but is one customarily used by officers in making allotments: 
Station 1918. 

From: 

To : The Quartermaster General of the Army, Washington, D, C. 
Subject : Allotment of Pay, 



1. I hereby allot Dollars 

($ ) of my pay per month for ( ) months 

commencing the first day of , 1918, to 

, relationship ( ). 

Whose address is 

Rank 

Name 

Organization 

(In duplicate) 



Fonu of application for Insurance : 



nuLUumT LZfAwaaan 

BrREAU OF WAR RISK INSURANCE 

DiHrion of 

Mintarj aad NbtsI IiMonuice 

f\imtA 



APPLICATION FOR INSURANCE. 



Mr full name is. 



(Given) 



Home address 



(Middle) 



(LMt name) 



(No. and atreeC or raral route) 



(Clt7. town, or pott ofSce) 



(SUte) 



Dale of birth Age 

(Month) (Daj) (Year) (Nearest birthday) 



Dtte of last enlistment or entry into active service. 



(OlTe month, day. and year) 

I hereby apply for insurance in the sum of $ payable as provided in the Act of Congress approved 

October 6. 1917, to myself during permanent total disability and from and after my death to the following persons in the 
(oUowing amounts: 



TOI 



(OlTan) 



VAMS or BmETXCIART 



(Xiddk) 



(ZAat 



poer omox addrem 

(a) Ro. and strtot or rval ivsta 
(^) CItr, towB, or pott olioo mA fteU 



(a) 
(b) 
(a) 
(b) 
(a) 
(b) 
(a) 
(b) 
(a) 
(b) 



AnovBt ol baoiaaoa 

'or oMh Boneflalazy 

(Zm mnhiploa of 

IMSMlr) 



In case any beneficiary die or become disQualifled after becoming entitled to an installment but before receiving all 
I nut Ailments, the remaining installments are to be paid to such person or persons within the permitted class of benefl- 
•iaries as may be designated in my last will and testament, or in the absence of such will, as would under the laws of 
my place of residence be entitled to my personal property in case of intestacy. 

I authorise the necessary monthly deduction from my pay, or if insufficient, from any deposit with the United States, 
ia payment of the premiums as they become due, unless they be otherwise paid. 

If this application is for more than $4,000 insurance, I offer it and it is to be deemed made as of the date of sig- 
nature. 

If this application Is for less than $4,500 and in favor of some person or persons other than wife, child or widowed 
innfhi... f ^m^ I* — ^ I* I • K-. A^^^A ^^A^ «« «f / ^ato o' signature \ Strike out whichever 
mother, I offer it and It is to be deemed made as of | February 12. 1918, / is not wantml. 

Voto.--ir In the laat paracraph you strike out ••Date of nl^atare" loarlng "February 12, 1918." the law glTea you $25 a month for 
life Is caae of permanent total dlaablemont oceurrlnff to inch data and tba aame monthly amoont to yoor widow, child, or widowed 
moiher for not to exeeed 240 months leas payments made to yoa while llrlnf. bat nothing to anyone else in cam* of jonr dcsth before 
Mii-h date, and the Insurance for the drslgnatod l»enellclary other f.sn wife, cbllil. or widowed mother Is etrectlTe If yon die on 
nr after Febniary 12, 1918. 

If yoQ atriko out "February 12. 1918." leaTinf "Date of •Ifnatore." a smaller Insurance both against death and diaabltlty take* 
rffert at ooee. but Is payable in case of death to the deslgnatod beoeactary. 



To whom do you wish policy sent? (Name).. 

(Address). 



* .aed at (on board) 

The day of 191 

Witnessed by: 

Rank 

Cominanding 



(Sign here). 



(RaDk or rating. 



(Organlaatloo.) 



Authof'a Note:~Thi8 form is made out in triplicate and used by both officers and enlisted men. 



One or two copies of the Allotment Blank are sent to the Division, Camp or Regimental Insurance 
Officer, according to the manner prescribed for the command, who acts as a sort of Clearing House, and 
who checks same for errors. Later, he sends the original to the Bureau of War Risk Insurance, Wash- 
ington, D. C, from which payments are made by check direct. 

The Insurance Blank follows the same course. The amount of insurance is tabulated by the Insur- 
ance Officer of the command for his own records. 

It should be remembered that the duplicates of these blanks remain always with the Service 
Beoord. 

On page 8 of the Service Record, blank space is left for the insertion of information respecting the 
allotments made by the soldier; while, in every indorsement in the Service Record, a line is provided 
wherein information as to whether or not the soldier may have an allotment running may be entered. 

Under ** Remarks" (page 6 of the Service Record) a notation is made of the amount of insurance 
carried by the soldier. There is no prescribed form for the notation, but that customarily used is, ** War 
Risk Insurance $10,000.00 effective February 1, 1918," or whatever amount it is that is carried by the 
soldier, and according to when it became effective. 

Deductions for allotment and insurance of the soldier are made from his pay by notation on the 
Pay Roll. (See Lesson on Pay Roll for method of doing this.) 

The officer's blank is filled in by him and is sent direct to the Quartermaster General of the Army. 
This, however, is not compulsory. 

On receipt by the Quartermaster General of the Army of this blank, the officer is notified that it 
has been received. The officer then makes a commensurate deduction each month on his pay voucher. 

The officer's application for insurance is sent by him to the Bureau of War Risk Insurance, and he 
makes a commensurate deduction on his pay voucher. 

The customary notations to be made on the face of the pay voucher are : 

**Due U. S. for insurance $ " 

**Due U. S. for allotment $ " 

The officer's account with the Bureau of War Risk Insurance is then credited with the proper 
amount ; and the allotment check is sent out direct to the beneficiary of the allotment. 

BEQUIBED. 

C. J. Harris enlisted February 1, 1918, and was assigned to K Company, 354th Infantry, Camp Funs- 
ton, Kansas, for duty. On August 1, 1918, he will be 31 years of age. He has a wife, Anna Marie Har- 
ris, by name, and three children, George, Edward and Louise, bom respectively on January 30, 1892, 
September 1, 1908, June 12, 1912, April 6, 1915. They reside in Springfield, Missouri, where the entire 
family was bom. 

Make proper applications for allotment and $5,000 insurance to cover, assuming you are command- 
ing the above Company. 
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APPENDIX 



In this appendix is given a list of forms which company, battery and troop commanders will 
have to use in administering the affairs of their commands. Some will be used daily, some 
monthly and some annually; but all are important. 

Most of the forms mentioned in this Appendix are self-explanatory; i. e., they themselves son- 
tain instructions for their use, or they are so simple as to need no explanation. And, in this con- 
nection, it should be remembered that there is only one way in which to make out a form, and 
that is strictly in accordance with instructions. Any other way is wrong. Wherever there is a pro- 
vision respecting a form in Army Regulations, the reference is given. 

Never let the preparation of a form become a "matter of second nature." The majority of er- 
rors made in the preparation of forms is attributable to this source. Do not allow yourself 
to become so busy as to neglect to carefully check each completed form with the instructions for, 
and those provisions of Army Regulations, if any, relating to, its preparation. 

The initials of the department issuing the forms, except those issued by the Ordnance Depart- 
ment, always precede the form number. Thus, the number of a form issued by the War De- 
partment will appear thus: "W.D.3'*; one issued by the Adjutant General's Office, ''A.G.0.6*'. and 
so on. 

Paragraphs 1571 and 1572, Army Regulations, are deemed very important, and, therefore, are 
set out at length here: 

"157X. The standard blank forms used in Army administration, with the notes and directions 
thereon, have the force and effect of Army Regulations. New Forms or alterations will not be 
made without the authority of the Secretary of War, and the date on which a form or alteration 
was authorized will be printed on the form itself. All notes or directions on these blanks will, prior 
to their issue, be approved by the Secretary of War. These forms and lists of them will be furnished 
by the chiefs of the various bureaus and offices of the War Department. Requisitions therefor will 
call for them by number and name. 

For the service of the interior, blank forms wiU be procured by requisition as prescribed in these 
regulations, in general orders, and in the manuals of the several staff corps and departments. For 
the service of the theatre of operations, they will be procured by requisition on the staff officers at 
the base of operations or base of line of communications, through the division staff officers who will 
keep on hand an emergency supply of blank forms of their respective staff corps and depart- 
ments, preferably carried in the supply train (C. A. R., No. 33). 

1572. The rendition of returns, rolls, certifi rates, and other documents in manuscript is pro- 
hibited when the proper printed forms therefor are on hand. 

Also Paragraphs 820-824 inc., which follow: 

"820. All military records must be carefully preserved. 

821. All public records, reports, and papers, such as document files, files of general and spe- 
cial orders and circulars, correspondence books, guard reports, morning reports, the records of en- 
listed men as kept in descriptive and deposit books or on loose leaves, and sick reports, are the prop- 
erty of the United States and will be required by the War Department in the settlement of claims 
against the Government and for other official purposes. Whenever posts, districts, territorial divis- 
ions, departments, corps, divisions, brigades, regiments and companies are discontinued, all such 
records will be carefully labeled, packed, and marked, showing the command to which they pertain, 
and will be forwarded to the Adjutant General of the Army, who will be promptly advised of the 
date of shipment and furnished with a schedule of records shipped. Records of discontinued depots 
of the staff departments will be forwarded directly to the chief of the staff department to which they 
pertain. 

822. The use of colored inks, except as carmine or red ink is used in annotation ruling, or com- 
pliance with specific instructions issued by the War Department on blank forms or otherwise, is pro- 
hibited in the records and correspondence of the Army. *^ 

823. Sections 128 and 129 of the Federal Penal Code of March 4, 1909, prescribe penalties for 
the willful and unlawful concealment, removal, mutilation, obliteration, falsification, or destruction of 
any record, proceeding, map, book, document, paper, or other thing, filed or deposited in any public 
office. 
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824. No information will be furnished by any person in the military service which can be made 
the basis of a claim against the Government, except it be given as the regulations prescribe to the 
proper officers of the War, Treasury, or Interior Departments, or the Department of Justice. In- 
formation concerning sick and wounded officers and enlisted men may be freely conveyed to allay 
the anxiety of friends; and in time of peace, when, in the opinion of the surgeon, the condition of 
an officer or enlisted man, by reason of injury or disease, is such as to indicate the probability of 
fatal termination, the surgeon will report the circumstances to the immediate commander, who will 
promptly communicate the fact to the nearest relatives. The fact of death may be communicated 
to relatives, but not circumstances connected therewith which could be made use of 
in prosecuting claims against the Government. If any person in the military service has 
knowledge of facts pertaining to the service of an individual who is an applicant for a pension, he 
may, upon request, if not pecuniarily interested, furnish a certificate or affidavit setting forth his 
knowledge, but such certificate or affidavit will be furnished only to the Adjutant General of the 
Army to be forwarded to the proper officer of the Interior Department. Record evidence will be 
furnished by the War Department only. 

The surgeon of a post, through the commanding officer thereof, is authorized to furnish to the 
health authorities of the State or locality in which the post is situated, in accordance with existing 
State laws or local ordinances, information concerning all births, and deaths occurring in the post, 
such information to be given on the proper blanks furnished for the purpose by the State or local 
authorities (C. A. R, Nos. 13 and 40.) 



NOTE: Except as otherwise stated, the references are to paragraphs of Army Regulations. 
"A. W." means Articles of War. **M. C. M." means Manual of Courts Martial. 



PUBLIC MONEY AND RELEVANT FORMS. 

Reference to 
Form No. Designation of Form Army Regulations. 



W.D. 336 Officers' Pay Voucher 1256 to 1265 inc. 

W.D. 337 Mileage Voucher 1279 to 1298 inc. 

W.D. 348 Official Telegram Voucher 1106 

W.D. 366-366a Pay Rolls 1318-1321, 1326, 1329, 

1332-1334. 1337. 

Q.M.C. 69. Model Remarks for 

Army Pay Rolls 

Q.M.C. 70 Instructions for Army 

Pay Rolls 

W.D. 370 Final Statement i4i» i50» 152, 140 

1362-1367, 1369, 142 
155, 1235, 1379, 1415, 
34i» 345, 1380, 
648, 1451, 345, 1375- 
i377» 1381. 807, 135. 
1235, 1378, 1379, 

M.C. 41 Soldier's Deposit Book 1335, 1361-1369 inc. 

M.C. 452 Company Council Book 280, 316-318, 321, 

320, 327, 329, 330. 

M.C. 38 Soldier's Allotment Blanks 1347-1360 inc. 



II 



Form No. 



A.G.0. 332 
A.G.0. 339 
A.G.0. 30 
Q.M.C. 323 
A.G.0. 599, 

A.G.0. 61 

A.G.0. 489 

A.G.0. 26 
A.G.0. 149 



599a, 
599b 



REGULAR REPORTS 
Designation of Form 



Morning Report 
Sick Report 
Monthly Return 
Ration Return 

Property Return 
Muster Roll 

Model Remarks for Muster 

Rolls (in Field only; 
Field Return 

Return of Casualties in Ac- 
tion 



Reference to 
Army Regulations. 



280 

280, 1471, 1472 
311-814 inc. 
1201-1215 inc. 

Article LIII 

B07-810 inc. 132, 134, 148, 152. 

A.W. 12, 13 



811-819 inc. 
818 



Form No. 



A.G.0. 29 



A.G.0. 342 
A.G.0. 152 
A.G.0. 154 
A.G.0. 60:* 



Q.M.C. 208 
A.G.0. 614 
A.G.0. 95 
A.G.O.615 

AG.0. 66 



A.G.0. 437 

A.G.0. 17 

A.G.0. 3 
A.G.O. 525 
A.G.0. 527 
A.G.0. 526 
A.G.O. 468 
A.G.0. 380 
A.G.0. 415 

A.G.0. 34 



Form No. 



Q.M.C. 223 



III 
ENLISTED MEN 



Designation of Form 



Reference to 
Army Regulations 



Service Record 


115, 118, 124, 135, 138, 938. 




I337, 1361, 1451. 1535. 




Article XVI 


Duty Roster 


282 


Warrant. N.C.O. (Infantry) 


274 


Warrant, N.C.O. (ArtiUery) 


A.R. 256 


Statement of Charges against 




Enlisted men 


120, 124, 126, 131 A. W. 67, 




M.C.M. 35. 75. 76 


Statement of Charges 


1 1 78, 686 


Report of Desertion 


Article XIX 


Descriptive List of Deserters 


Article XIX 


Company Commander's 




Estimate of Deserter 


Article XIX 


Furlough 


Article XVII, 134, iiii. 




1229, 1233, I234» 1236-1238, 




1343. 1344. 


Furlough and Transfer to 




Army Reserve 


1361, 1362. 1366, 1375, 1379 


Certificates of Disability 




for Discharge 


159 


Notification of Discharge 


155 


Honorable Discharge 


Article XXI 


Dishonorable Discharge 


Article XXI 


Discharge 


Article XXI 


Request for Retirement 


Article XX 


Designation of Beneficiary 


1385 


Report of Death and 




Disposal of Remains 


Article XXII 


Inventory of Effects ol 




Deceased Soldier 


Article XXII 


IV 
MESS AND SHELTER 


• 




Reference to 


Designation of Form 


Army Regulations 



Ration Return 

(Note: See also ''Morning 
Report") 



1202-12 15 mc. 



Form No. 



Q.M.C. 3i8 
Q.M.C. 213 

Q.M.C. 21 i-A 

Q.M.C. 176 

Q.M.C. 232 

Q.M.C. 227 



Form No. 



Ordnance 386 



Ordnance 152 
Ordnance 19 



Form No. 



I.G.D. i-i-A 
I.G.D. 2-2-A 



Designation of Form 



Reference to 
Army Regulations 



Requisition for Forage 


1000-1005, 1077-1085 


Requisition for Clothing in 




Bulk 


1157 


Requisition for Fuel and 




Bedding 


1036-1048 


Requisition for Corn Brooms 




and Scrubbing Brushes 


301, 1181 


Certificate of Supplies 




Transferred 


Article LIII 


Memorandum Receipt 




V 
ORDNANCE 






Reference to 


Designation of Form 


Army Regulatic 



Requisition for Ordnance 
(Note : Used by Regi- 
mental Supply Officer 
only. Companies receive 
ordnance from Regimental 
Supply Officer on Memo- 
randum Receipt.) 
Transfer of Ordnance 
Certificate of Expenditures 
(Note: Ammunition only 
property now exoended 
on this form.) 

VI 
INSPECTION 

Designation of Form 



1513-1527 mc. 



1535 
1528-1531 inc. 



Reference to 
Army Regulationis 



Inventory and Inspection 

Report 

Inventory and Inspection 

Report of Public Animals 

VII 



904 
904 



GENERAL FORMS: ALSO REPORTS NOT REQUIRED AT REGULAR INTERVALS. 

Reference to 



Form No. 


Designation of Form 


Army Regu 


Q.M.C. 204 


Requisition for issue of 






Stationery 


1062, 1063 


A.G.0. 383 


Requisition for Books or 
Blank Forms supplied by A. 
G.O. 




A.G.O. 


Correspondence Book 


280 


Q.M.C. 207-A 


Certificate of Breakage 
fDue Certificate, Equipment] 


1178 


A.G.0.603 


"C" Requisition of Articles 


" 


A.G.0. 604 


for Maintenance of Equip- 
ment "C" 




A.G.0. 196 


Report of Survey 


Article LV 


A.G.O. 601 


Certificate of Property Ex- 






pended 


693-701 inc. 


A.G.O. 429 


Efficiency Report 


Article LXIV 


A.G.O. 338 


Guard Report 


211, 258 



This book should b© rotiimcd to 
the Idbrary on or before the laat date 
stamped below. 

A flue of five cents a day is inciirrad 
by retaining it beyond the epecifled 
time^ 

Please return promptly. 



uorl^ 




rmy p«p«f wDrV 
/td«n«r Library 




